Accounts Receivable

Chapter 3 Accounts Receivable

z Overview

Customer master records contain data that control how business transactions are recorded and
processed by the system. They also include all the information about a customer that you
need to conduct business transactions with them.

Customer Master records represent the subsidiary ledger that supports the balance sheet
accounts for Accounts Receivable, Deposits Payable, and Unearned Income. Individual
customer master records are referred to as customer accounts and represent the amount owed
by the customer (in the case of accounts receivable) or the amount of deposit paid by a
customer that will be returned or the amounts of monies paid in advance by a customer in
anticipation of receiving some goods or services from MWR or VQ Activities.

Entries are posted to customer accounts either by entering a transaction (sometimes referred
to as an “invoice) that establishes the receivable or liability against the customer. Payments
against receivables are most frequently posted on a Daily Activity Record (DAR) as are
payments received in advance or deposits. Invoices are entered, for example, when a
returned check is received, when an individual hosts a private function at a MWR facility, or
when a Command checks out of the Visiting Quarters and must be billed all room charges.

As noted above, some customer transactions represent liabilities instead of receivables. Such
as the case of Unearned Income representing advance payment of a private function or
trip/tour or payment of a deposit that will be returned to the customer (frequently used in gear
rental). In these situations, posted amounts should NOT be recorded to the balance sheet
accounts for receivables but to the correct liability account. Instead of creating multiple
customer accounts for the same customer for multiple transactions, only one customer
account is created for each customer and transactions are directed to the appropriate
balance sheet account through the use of the SPECIAL General Ledger (GL) Indicator.
By entering this “special GL indicator” at the time of transaction entry, the amount paid by a
customer can be easily be posted against 251001 (Unearned Income) vice 131005 (Accounts
Receivable.)

As noted in the above paragraph, some customer invoices are represented by General
Receivables and others represent Returned Check amounts. These two situations require
posting to two different balance sheet accounts (131005 vice 132000 respectively for
MWR/CIV/NFC). Again, at the time the transaction is entered, a “special GL indicator” is
used to re-direct the posting for a returned check to the appropriate balance sheet account.

In both instances noted above, the customer account balance still holds each transaction (no

matter which balance sheet account is affected), however the Balance Sheet reflects each
transaction in the correct G/L account.
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The following Special GL Indicators are available for use:

“R” — Returned Check (will post amount to 132000)

“U” — Earned Income (will post amount to 251001)

“D” — Deposits Payable (will post amount to 203001)
“V”- Fleet Voucher Program (will post amount to 131010)

Because the balance sheet accounts for receivables, deposits payable and unearned income
(commonly called “reconciliation” accounts) are represented by open items posted to
customers accounts, SAP is able to provide detailed reporting, aging, etc., on these accounts.

Company Code
8042
8042
8042
8042
8042

5173
5173
5173

1353/4047
1353
1353/4047
1353

RECONCILIATION Accounts

131002- Accounts Receivable City Ledger IND Billing VQ
131003- Accounts Receivable Fair Market Rental VQ
132000- Accounts Receivable Returned Checks

133002- Accounts Receivable City Ledger Group Billing VQ
133003- Accounts Receivable Operations Contract SER VQ

131005- Accounts Receivable General RECON
132000- Accounts Receivable Returned Checks
133005- Accounts Receivable Other RECON

131005- Accounts Receivable General RECON
131010- Accounts Receivable Fleet Vouchers
132000- Accounts Receivable Returned Checks
133005- Accounts Receivable Other RECON

For more information on the use of these accounts, please refer to the General Ledger
Chapter for more detailed guidance.
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Please use the following guidelines when entering data into the “reference or text field”:

MWR/CIV/NFC:

Dues/Memberships — Use membership number

Private Functions — Use Private Party Contract number
Marina Berthing Fees — Use Marina Rental contract number
Child Care Fees — Use Child Name

Vehicle Storage — Use storage contract/agreement

NFC Leaseback — Use Aircraft Tail Number

VQ

Quarters Guest — Use folio number
Command/Group — Use Command/Group Name (folio number if possible)

Customer master data is separated into 3 sections:

e General Data
contains information that applies to all sales areas such as customer name, address and
contact information.

e Company Code Data
is specific to a company code and contains information such as reconciliation account,
payment and dunning procedures.

e Sales Area Data
contains information relevant to the sales organization and distribution channels of your
company. It contains such information as order processing, billing and shipping.

The most common types of customers MWR has are:

Individuals and Groups

Dues, e.g., club membership

Fees, e.g., marina berthing fees
Down payments (unearned income)
Customer deposits

Returned Checks

The most common type of customers Visiting Quarters (VQ) has are:

Individuals

Military
Civilians
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Groups
o Ships
° Commands

z Create A Customer Master Record Centrally

Menu Path: ACCOUNTING> FINACIAL ACCOUNTING> ACCOUNTS
RECEIVABLE> MASTER RECORDS> MAINTAIN CENTRALLY> CREATE

Transaction Code: XD01

On the screen titled “Create Customer: Initial Screen”, enter information in the fields as
specified in the table on the next page:

Create Customer: Initial Screen

-8 Cpeate Customet: Initial Screen ﬂ
count group ‘»E I [Select) j
Cuztomer [H] I ﬂ

Company code

-Sales area

I_
Salez organization I
I_
I_

Digtribution channel

Driwvizion

Al zales areas... | Customer's zales areas. .

-Heference

Cuztomer ﬂl

Company code

|

I_
5 ales arganization I

I_

I_

Digtribution channel

Fieference divizion

¥ |5t| 2 [s0| % |
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Create Customer: Initial Screen

Enter the following data:

Field Name Description R/O/C User Action and Values
Account You must assign each R Enter appropriate Account Group:
group account to an account group. e Active Duty Military

The account group ensures e Ship Customers

that only the relevant screens e C(Civilians

and fields are displayed and e Military Commands

ready for input for each of

the customer’s different

partner functions. This field is NOT required if you
decide to use a reference

For example, the address, customer/company code.

communication, and bank

data fields are omitted for the

account group for one-time

accounts.

Customer C Do NOT enter customer number — the
system will assign a customer number
when you save the master data.

CIVL =60000 - 69999
COMM =10000 - 19999
MILT =30000 - 39999
SHIPS =20000—29999

Company The company code ID R Enter the company code.

code
Company code must be entered to
create Accounting screens.

Sales An organizational unit R Enter Sales Organization

organization | responsible for the sale of Sales Organization mirrors Company

certain products or services.
The responsibility of a sales
organization may include
legal liability for products
and customer claims.

Code (i.e.,1034=1034; 1019=1019;
8172=8172)
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Distribution | The way in which products This field will always be 01.
channel or services reach the
customer. Typical examples
of distribution channels are
wholesale, retail, or direct
sales.
Division A way of grouping materials, This field will always be 01.
products, or services. The
system uses divisions to
determine the sales areas and
the business areas for a
material, product, or service.
Reference The customer account that is The system copies the master data
Customer being used as a reference as from the reference master record.
an alternative way in which However, not all data is copied (e.g.,
to create a customer account. address information is not copied
over).
Can save time in data entry if This is only used if you want to create
customers share many data a customer in reference to another
fields. customer.
All screens should be reviewed before
saving any data.
Reference The company code Select if you want to copy the default
Company associated with the values
code referenced customer
Reference The sales org associated with Select if you want to copy the defaults
Sales org the referenced customer
Reference The distribution channel Select if you want to copy the defaults
Distribution | @ssociated with the
channel referenced customer
Reference The division associated with Select if you want to copy the defaults
Division the referenced customer

Press the Enter key or the green checkmark @ to continue.
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You will now see a screen titled “Create Customer: General Data”. Enter information in the
fields as specified in the table below. There are several tabs on this screen. You can toggle

between the tabs using the Tab Control or via the menu paths Goto > Next tab (F8) and
Goto > Previous tab (F7).

NOTE: Remember that the fields that are displayed and required will vary depending on the
account group chosen.

WARNING: ALWAYS enter customer name, address, search term, etc., in ALL
capitals using NO punctuation. Punctuation must be excluded to
comply with central mail facility processing requirements.

Create Customer.: General Data

Address Information:

™ Create Customer: General data

_|&] x|
ustomer  Edit  Goto Extras  Enwironment  System  Help -
@ || Cgice® CHE wnaa BE @

qﬁ ‘;'/;9 General data Company code data Sales area data Iﬂ @

Customer I INTERHAL

Address | Cantrol data |

E B Prewview ﬂ

Name

Title | |

Mame ?

|»

Search terms

Search term 1/2 I?

Street address

House no./street I 7

T —r -
4 | »

[0%2 (17 (2000 [mwrsapS [O0WR [ 0950

Enter the following data:
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Address Information

Field Name Description R/O/C User Action and Values
Form of address R Rank or title used when creating
MILT Customers.
E1-E9
Title 01-010
NOTE: 010 is out of order in
the drop down menu. It appears
directly under O1.
Customer name R Enter customers
Name last name, first name and
initial
Short name which is used to R Enter customer’s last name
Search term | set up a match code for as a search term
search criteria
Street address R Enter proper mailing address
Street information.
City / City / State / Postal Code R Enter complete address
Regional / information
Postal code
Country Two digit country identifier R Enter US
Enter appropriate country code
Language English R Should default to “English”
O Enter customer’s home
Telephone
phone number
Fax O Enter customer’s fax number

Version 3 — March 2001
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Navigate to the Control Data tab.

Control Data
Customer [INTERNAL JOMES, JOEY MEMPHIS
Address  Control data |
Tax information
Tax code 1 ||'?
Tax cateqories |
s
Enter the following data.
Control Data:
Field Name Description R/O/C User Action and Values
Unit Using this field for UIC R Required for account
Identification | number (Unit Identification groups SHIPS and
Code Code) COMMS: Enter UIC
) number
Only appears for Ship or
Command Customer
Tax Code 1 Social Security Number R Required for MILT and
CIVL customers:

Only appears for Military,
Civilian, or Employee
Customers

Enter customer’s social
security number. Use
format: XXX-XxX-XXXX
The account group will
determine if this field is
required.

SHIPS and COMMS do
NOT require this field.

-9
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Click the “Company Code Data” button

Company code data

to view the company code

information groups: Account management, Payment transactions, and Correspondence.
Alternatively, the menu path Goto — Company code data (Ctr/ + F2) can be used.

™ Create Customer: Company code — | = Iil
Customer  Edit  Goto  Extras  Enwiromment Help .
@ || IBecae Lk anaa BE @
[:%? U7 General data  Company code data  Sales area data (& [
Customer INTERNAL [W&N& PISAPIE
Company code 10834 R NAS JACKSOMNVILLE
Account management | Payment ranzactions | Corespondence

Accounting information

Recon. accourt

I? Sort key

Ref data

—

Prev.acct no.

Version 3 — March 2001
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Enter the following data.

Company Code Data: Account Management tab

Field Name Description R/O/C User Action and Values
Reconciliation When you post items to a R Enter the appropriate account.
Account subsidiary ledger, the
system automatically For all MWR/NFC/CIVMWR
posts the same data to the Customers use:
general ledger. e 131005
Each subsidiary ledger has For VQ customers use:
one or more reconciliation e 131002 for City Ledger
accounts in the general Individual Billing
ledger. These e 131003 for Fair Mkt
reconciliation accounts Rental Billing
ensure that the balance of e 133002 for City Ledger
G/L accounts is always Group Billing
fully supported. e or 133003 for Operation
Serv Contract
Sort Key Key fpr sorting according R Enter 000
to assignment numbers

Navigate to the Payment Transactions tab.

m-11
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Company Code Data: Payment Transactions Tab

™ Create Custome _=] =
Customer  Edit  Goto  Exkras  Environment  System Help .
Al fBcee LMk anaa AA @

[Fat General data  Company code dats Sales areadata [ [

Customer

Company code

P

INTERHAL IANA PISAPIE
1834 MR NAS JACKSONVILLE

Account management  Papment ransactions | Correspondence I

BARTLETT

t data

Temms of payment [coea’
Automatic pay L tions
Papment methads I Papment block [o
[DW2 (1] (200) * [ mensap5 [OWF [ 0957
Enter the following data.
Payment Transactions tab:

Field Name Description R/O/C User Action and Values
Terms of Terms in whigh the customer R Enter C003 . .
Payment must pay the invoice Net due Immediately is

always used!
Procedure (check, bill of R Enter “C” for Check
exchange or bank transfer
Payment abroad for example) by which
Methods payments are made.
EFT refunds will NOT be
used!
Block key used to block an R Enter “D” for Special AR
open item or an account for block.
payment transactions.
This blocks an open item or
an account for payment
Payment transactions.
Block

For example, if the customer
has a credit balance in his or
her account, this will prevent
a refund payment from being
automatically prepared.
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If you need to prepare a
"Check" for a credit due the
customer, the payment block
should be removed
temporarily.

Navigate to the Correspondence tab.

™ Create Custom

I:iustomer|Edit Goko  Extras  Enwvironment  System  Help

=18 x|

G ||

0@ 2ME anaa BER| @

&

General data  Company code dats Sales area data @ @

Cuistarner

Company code

IHNTERHAL IWANA PISAPIE
1834 /R NAS JACKSONYILLE

Account managementl Payment tranzactions  Comespondence

BARTLETT

D

|»

data

|

Dunn. procedure K Dunning block I_
D, recipient A Leq.dunn. proc. I
Last dunned Diunning level I_
Dunning clerk. ,_ Grouping key I [unning areas..
C 4
Acct statement F
Act.clk tel.no.
Clerk's fax e
Clrk's internet

| of

Enter the following data.
Company Code Data: Correspondence tab:

[Dv2 (171 (2000« [mwrsapS [OWR | 09:57

Field Name Description R/O/C User Action and Values
Dunning This field contains the key for R Enter “2000” for Military
Procedure the dunning procedure to be Customers (account group

used. MILT) only! If 2000 is

entered, grouping key must
be 01.

Dunning Key which reflects the reason O Leave blank

block for a dunning block indicator

Dunn Leave Blank (0] Leave Blank

Recipient

Leg Dunn Leave Blank O Leave Blank

Proc

m-13
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Last Dunned | System will populate this field Leave Blank

as Dunning Procedures are

run.
Dunning System will populate this field Leave Blank
Level as dunning processes are run.

System will enter "0" if never

dunned, "1" if the 1* level of

dunning has been completed,

etc.

Dunning Leave Blank Leave Blank

Clerk

Grouping Leave Blank except for Leave Blank except:

Key Military customers Must be “01” when dunning
procedure = 2000 for active
military (MILT) customers.

Account Indicator for periodic account Enter “2” for monthly

Statement statements account statements

Acct Clerk | Enter accounting Clerk Enter data if appropriate

Tel telephone number

Clerks Fax | Enter Accounting Clerks Fax Enter data if appropriate

Number

Clerks Enter Accounting Clerks Enter data if appropriate

Internet email address

Account Enter special note or details Enter data if appropriate (e.g.

Memo regarding account extended payment plan or
similar)

. Salesz area data . . .
Click the “Sales Area Data” button to view the sales area related information

groups (if you have entered the Sales org, Distr channel and Division): Sales, Shipping,

Billing document, Partner functions. Alternatively, the menu path Goto — Sales Area data
(Ctrl + F2) can be used.
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Sales Area Data: Orders Tab

™ (reate Customer: : 18] x|
rgustomer | Edit Goto anment  System  Help -
&l ClDjecee 2k anaalRR @
“ B 77 Generaldata Company code data Sales aea data i [

Cuiztomer IHTERHAL IWaMa PISAPIE BARTLETT

Sales org. 1834 MAS Jacksonville

Dist, channel [@1 MR Distr. Ch,

Diivigion IH Ciarnrig

Orders | Shipping | Billing document | Partrer functions

Sales order

Currency uspD American Dollar

PP cust. proc. l_

Product attributes I

Pricing/Statistics

Cust.pric. proc. F

[D%2 (1] (2001 = [ mwrsap5 [OVF | 0553

Use the tab control to toggle between the Sales Area Data information groups: Sales,
Shipping, Billing document, Partner functions. Alternatively, the menu paths Goto — Next
tab (F8) and Goto — Previous tab (F7) can be used.

Enter the following data.

Orders Tab:
Field Name Description R/O/C User Action and
Values

Currency Currency R Defaults to USD
PP Cust Proc Not Used 0] Leave Blank
Customer pricing Determines which R Enter “1” for
Procedure pricing procedure the Standard

system should apply

when you create a sales

document for the

customer.
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Navigate to the Shipping tab.

™ Create Customer: 8] x
Custormer  Edit Goto Extras  Enwironment  Swskem  Help '
& | FloleceCHE anaaBAA|@

“ o %General data Company code data  Sales aiea data [ [

Cusztomer INTERNAL [WaNA PISARIE BARTLETT

Sales org. 1834 MaS Jackzonville

Distr. charmel [o1 MR Dist. Ch

Divigion ,E Dy

Orders  Shipping | Billing document | Partner functions
Shipping conditions I_ [ Relevant for POD ;I
Delivering site I
Partial deliveries
[ Complete delivery reqd by law
Partial delivery per item I_ Partial delivery allowed
Maw. partial deliveries IE
[ Unlimited tal.
Underdel. tolerance
Owerdeliv. tolerance
4| | &

[DVZ 1) (200 = [ rensaph [OVR [ 0959

Shipping: NO DATA NEEDS TO BE ENTERED IN THIS TAB!

Field Name Description R/O/C User Action and Values
Order Combination | Indicates whether you R Defaults “Selected”.
are allowed to DO NOT CHANGE!
combine orders during
delivery
processing.
Max. Partial The maximum number R Defaults to “9”.

Deliveries

of partial deliveries
you can make
(including the

first delivery) to
satisfy the order
quantity for an item.

DO NOT CHANGE!

Version 3 — March 2001
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Navigate to the Billing Document tab.

Sales and Data: Billing Document Tab

™ Create Customer: Sales ai =1
Customer Edit Goko  Extras  Environment  Swstem  Help -
| &l o cee DNk anaa Rl @
" ﬂ 6? General data  Company code data  Sales area data @ @
Cusztamer INTERHAL WaMA PISAPIE BARTLETT
Sales org. 1034 MaS Jackzonville
Distr. charrel [o1 MR Distr.Ch.
Diivizion IH Durrny
Orders | Shipping  EBilling document | Partner functions

Billing document

Invoicing dates I_
I_

InevoicingListD ates

Delivery and pay t terms

Incoterms

[
Terms of payment I?

[DVZ (11 (2000~ | mwrsap5 [OVR | 10:00

BILLING DOCUMENT: ONLY THE “TERMS OF PAYMENT” FIELD NEEDS TO
BE POPULATED ON THIS TAB!

Field Name Description R/O/C User Action and
Values
Terms of Payment Terms in which the R Enter C003 always!

customer must pay
the invoice

Navigate to the Partner Functions tab.
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The system will default with the customer’s Name for partner functions: Sold to; Bill to;
Ship to; Payer.

You do not have to enter any data on this tab!

Just click through it!

To save the customer master record, select Customer — Save or select the Save icon.
The system will display a message indicating the account number that was created and
the company code it was created in.
This customer number is always a 5-digit number and follows the series:

Civilian Customers ~ 600000-69999

Command Customers 100000-19999

Military Customers  300000-39999

Ship Customers 200000-29999

STOP! This completes the procedure for Creating a Customer Master
Record Centrally.
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z Change A Customer Master Record Centrally

Menu Path: ACCOUNTING> FINACIAL ACCOUNTING> ACCOUNTS
RECEIVABLE> MASTER RECORDS> MAINTAIN CENTRALLY> CHANGE

Transaction Code: XD02

WARNING: Do this procedure ONLY when a change needs to be made to the
customer master record.

If it is determined that the Account Group is incorrect, a new customer master record
MUST be created. The old (incorrect) customer master record should be marked for
deletion (as long as no open items are pending) and blocked for posting.

If open items exist, contact MWR HQ for assistance in transferring open items to the
new (correct) customer prior to marking for deletion/blocking.

Likewise, if a customer's reconciliation account is determined to be incorrect, the
incorrect customer account must be marked for deletion and blocked for posting. A
new customer master record should be created!

A locally developed form can be created to use in requesting changes to customer
master records or the Customer Master Request Form provided in the User Handbook
can be adopted.
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On the screen title “Change Customer: Initial Screen”, enter information in the fields as
specified in the table on the next page.

Change Customer: Initial Screen

5 Change Customer: Initial Screen

() T —

1287

Enter the following data.

Change Customer: Initial Screen

R/O/C User Action and

Field Name Description Values

Customer This the customer record R Enter customer
that is going to be changed. number or use down
arrow to search.

CIVL  =60000 - 69999
COMM =10000 - 19999

MILT =30000 - 39999
SHIPS =20000 - 29999

The company code ID R Enter company code
Company code must

be entered to change
Company code Accounting screens.
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Sales
organization

An organizational unit
responsible for the sale of
certain products or services.
The responsibility of a sales
organization may include
legal liability for products
and customer claims.

Enter Sales
Organization
Sales Organization
mirrors company
code.

.1034=1034
1353=1353

Distribution
channel

The way in which products
or services reach the
customer. Typical examples
of distribution channels are
wholesale, retail, or direct
sales.

Enter 01

Division

A way of grouping
materials, products, or
services. The system uses
divisions to determine the
sales areas and the business
areas for a material,
product, or service.

Enter 01

Press the Enter key or click the green checkmark icon

i -21
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On the screen titled “Change Customer: General Data”, change information in the fields as
specified in the table below.

Remember that the fields displayed will vary depending on the account group chosen .

General Data: Address Information

™ Change Customer: General data

=181

Customer Edit Goto  Extras  Enwironment  System  Help g

&l B Ccee 2HE anaaRE|@

“ B} 7 Genesldsis  Company codedata Sales aeadata (5] [
|33l]21

Address | Control data |

I
E Q Prewiew @ =

Custarmer JOHKSON, MIKE MEMPHIS

Hame
Title =
Mame JOHMSOM, MIKE

Search terms

Search termn 142

|JoHNSON

Street address

Houze no. fztreat

1

I 107 MAIN STREET

Use the tab control to toggle between the ”General Data” information groups: Address

and Control data. Alternatively, the menu paths Goto — Next tab (F'§) and Goto —
Previous tab (F7) can be used.

Address Information
Field Name Description R/O/C User Action and Values
Form of address Ol Rank or title used when
changing MILT account
Title groups
El1 -E9
01-10
N Customer name O Change customers last
ame L
name, first name and initial

Version 3 — March 2001
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Search term

Short name which is used
to set up a match code for
search criteria

Do not change search term
unless last name of
customer has changed

Street address

Change mailing address

Street information.
Do not enter PO Box here
City / Regional / City / State / Postal Code If changing City and I‘CgiOl’l,

Postal code

ensure you enter correct zip
code

Two digit country

Do not change

Country identifier Enter appropriate country
code
Language English Do not change
Change customer’s
Telephone home phone number
Change customer’s fax
Fax

number

Navigate to the Control Data tab.

General Data: Control Data

™ Change Customer: General data

Customer Edit Goto  Extras  Enwvironment  System  Help

=121

@ |

0 ¢ 2Nk anaa RA| @

o Geneial data  Company code data Sales areadata [ ()

Custarmer

Tax information

|33E121 JOHMSON, MIKE

Address  Control data |

MEMPHIS

Tax code 1

|555—55—5555

Tax categonies |

i -23
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Control Data
Field Name Description R/O/C User Action and Values
Unit Using this field for UIC R Required for account
Identification number (Unit Identification groups SHIPS and
Code Code COMMS.
Tax Code 1 Social Security Number R Do not change unless
incorrect!

. Cornpany code data .
Click the “Company Code Data” button to view the company code

information groups: Account management, Payment transactions, and Correspondence.
Alternatively, the menu path Goto —» Company code data (Ctrl + F2) can be used.

™ Change Customer: Company code data - |ﬁ| |i|
Customer Edit  Goto Extras  Environment  Swstem  Help Lo
& | Acee | CHE anan AR @

“ G5 77 Generaldata Company code data Sales areadata [ (2]

Custarner |33E|21 JOHWSOM, MIKE MEMPHIS

Caompany code 1034 MR NAS JACKSONYILLE

Account management | FPayment transactions | Correspondence

Accounting information

Recon. account |1 318485 Sort key ||E|l] ﬂ Allocation number

I

Hel‘eltl;}?ce data

Prew. acct no. I
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Account Management:

Field Name Description R/O/C User Action and Values
Reconciliation | When you post items to a O
account subsidiary ledger, the
system automatically posts
the same data to the
general ledger. Each
subsidiary ledger has one CANNOT BE CHANGED
or more reconciliation Changing of this field will
accounts in the general impact customer’s AR
ledger. These 1tems
reconciliation accounts
ensure that the balance of
G/L accounts is always
fully supported.
Sort Key Key for sorting according O Changing this field to
to assignment numbers another sort sequence will
impact A/R line item
sequence. DO NOT
CHANGE.

Company Code Data: Payment Transactions

™ Change Customer: Company code data

Customer Edit Gobto  Extras  Environment  System  Help

=181

|& ] leece|bHik anaa A @
" qf* ‘f{f General data  Company code data Sales area data @ @
Custarner |33321 JOHMSON, MIKE MEMPHIS

|1 834

Company code MR MNAS JACKSOMWILLE

Account management  Payment ransactions | Comespondence

Payment data %
Terms of papment EBB3 ﬂ
Automatic pay t trar tions
Paprent methods I[: Payment block IE Special A/R block

i - 25
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Payment Transactions:

Field Name Description R/O/C User Action and Values
Terms of Terms in which the O
Payment customer must pay the DO NOT CHANGE
invoice Always use C003
Payment Procedure (check, bill of O
Methods exchange or bank transfer
abroad for example) by DO NOT CHANGE
which payments are made. Always use “C” for check
Payment Block Block key used to block an O Blocks an open item or an
open item or an account for account for payment
payment transactions. transactions
Remove this block only if
customer needs refund
payment.

Navigate to the Correspondence tab.

Company Code Data: Correspondence

™ Change Customer: Company code data
Customer  Edit

Goto  Extras  Environment  System  Help

== %]

@

TH¢eae CHE anan AR @

“ l._|'_:|+ 6? General data  Company code dala Sales area data @ @

|33B21 JOHMSOM, MIKE

1034 MR WAS JACKSOMVILLE

Cusgtarmer

Company code

Accolnt managementl Payment ransaction: ~ Corespondence |

[

MEMPHIS

Dunning data

Dunn. procedure Dlunning block,

oo +

Dunn.recipient A Leq.dunn.proc.

Apcount Statement

Actlk kel no.

Clerk's fax

Lazt dunned Dunning lewvel
Dunning clerk. I_ Grouping key Diunning areas. .
Comespondence

-
—
-
o1

7

Clrk'z inkernet

al

|»
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Correspondence tab:

Field Name Description R/O/C User Action and Values
This field contains the key O DO NOT CHANGE unless
Dunning for the dunning procedure military customer dunning
Procedure to be used. procedure does NOT
equal 2000!!
Key which reflects the O Leave blank
Dunning block | reason for a dunning block
indicator
Indicator for periodic O Change this field if you
account statements want customer to receive
statement in different period
(ie., weekly instead of
Account monthly)
Statement “2” = monthly account
statements

This field designates how
often customers will be
receiving statements

The next several fields are ONLY to be completed if the customer is subject to “dunning” or
automated collection processes (Military personnel are subject to dunning for returned
items). We suggest that you only complete the fields as needed. For example, if the
customer immediately pays his/her bad debt after being verbally notified there is no need to
maintain this data. This data is used in the various levels of Dunning and is actually printed
on Dunning Letters.

To access these fields (hidden from view on the main screen) Hit Extras>Texts
Double Click on the line to be populated as follows:

Field Name Description R/O/C User Action and Values
Accounting Text | Internal Use only . Will O Optional Use
not print out on statements
or letters
Account Enter special text that you O Special Text to print out on
Statement Text would like to print out on Statements such as:
the Account Statement “HAPPY HOLIDAYS”
“Did you forget to make a
payment”
“PAY UP PLEASE”
Commanding Used to document O Enter CO Name and address
Officer Address | customer’s Commanding
(Dun Level 2) Officer’s name and address
Paymaster Used to document O Enter the Address of Disbursing
Address “To” Paymaster Address Office or PSD where
(DD139) garnishment (DD139) is to be

submitted.
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Accountable Enter Accountable O Enter Disbursing Officer’s
Disbursing Disbursing Officer’s Name name if applicable

Officer name

(DD139)

Certifying Enter Certifying Officer’s 0] Enter the Name of the
Officer (DD139) | Name MWR/VQ/CIVMWR

Certifying Officer. For example
this may be the MWR Director,
BQ Officer, etc. (The
individual who must SIGN the
DD139 Form)

After entering data into each field (double click on the field and then type in the data) you

will simply hit the “back green arrow” E to go back to the Correspondence Screen.

. Salez area data . . .
Click the “Sales Area Data” button to view the sales area related information

groups (if you have entered the Sales org, Distr channel and Division): Sales, Shipping,
Billing document, Partner functions. Alternatively, the menu path Goto — Sales Area data
(Ctrl + F2) can be used.

Use the tab control to toggle between the Sales Area Data information groups: Sales,
Shipping, Billing document, Partner functions. Alternatively, the menu paths Goto — Next
tab (F§) and Goto — Previous tab (F7) can be used.
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Sales Area Data: Orders Tab

™ Change Customer: Sales area data

Customer Edit Goko  Extras  Environment  System  Help

=181 %]

MEMPHIS

-2 Blece Mk anaaRRA| @
“ [} 77 Generaldata Company codedata  Sales areadats (&G

Customer 33621 JOHNSON, MIKE

Sales org 1034 MR NAS JACKSONVILLE

Dish. channel [o1 AIMS Default DT

Division [o1 AIMS Default Div.

Orders | Shipping | Billing document | Partner functions

Sales order

Currency IUSD ﬂ American Dollar
PP cust. proc. I_
Product attributes |
Pricing/Statistics
Cuszt.pric. proc. F Standard
Orders:
Field Name Description R/O/C User Action and
Values
Currency Currency R DO NOT CHANGE
Customer Determines which pricing R DO NOT CHANGE
. . procedure the system should apply
pricing
Procedure when you create a sales document

for the customer.
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Navigate to the Shipping tab.

Shipping Tab

™ Change Customer: Sales area data

Customer Edit Goto  Extras  Environment  Swstem  Help

=&l x|

@ e LMk nnaaBRE| @

“ By 77 Generaldata Company code data  Sales areadata (o [

Custarmer 33821
Sales org. 1834
Diztr. chatirel IE

Diwigion IE

JOHMSOM, MIKE
bt/ WAS JACKSONYILLE
A|MS Default DC
AlMS Default Div.

Orders  Shipping | Billing documentl Parther functions
[

MEMPHIS

Shipping

Deliveny priority I_ﬂ
I_

Shipping conditions

Delivering site I

¥ Order combination
[ Relevant for POD

Partial deliveries

[ Complete defivery reqd by law

Partial delivery per item I_ Partial delivery allowed

| v

Max. partial deliveries IE
[ Unlimited tal. o
Underdel. tolerance I _ILI
4| | B
Shipping Tab
Field Name Description R/O/C User Action and

Indicates whether you are allowed to
Order combine orders during delivery
Combination | processing.

R DO NOT CHANGE

The maximum number of partial
deliveries you can make (including
the

first delivery) to satisty the order
quantity for an item.

Max. Partial
Deliveries

R DO NOT CHANGE

i - 31
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Navigate to the Billing Document tab.

Billing Documents Tab

™ Change Customer: Sales area data ==
Customer Edit Goto  Extras  Environment  System  Help -
=2 Oecae DR anan BE @
“ qﬁ* 6? General data  Company code data Sales area data @ @
Customer 33821 JOHNSOM, MIKE MEMPHIS
Sales org, 1834 R NAS JACKSOMYILLE
Dist:. channel [1 AIMS Default DC
Division [o1 AIMS Default Div.
Orderz | Shipping  Billing document | Partner functions
Billing document %
Invoicing dates I_ﬂ
InvoicinglListD ates I_
Delivery and payment terms
Incaterms I I
Termsz of payment I[: an3 Due immediately or DD135
Billing Document:
Field Name Description R/O/C User Action and Values
Terms in which the R DO NOT CHANGE
Terms of

customer must pay the

Payment o
invoice
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Navigate to the Partner Functions tab:

The System will default with the customer’s partner functions: Sold to; Bill to; Ship to;
Payer.

DO NOT CHANGE ANY FIELDS IN THIS TAB!!!

Partner Functions Tab:

™ Change Customer: Sales area data -8 =l
Customer  Edit Goto  Extras Enwironment  Swstem  Help g

@ || B Ccee CHE whan AR @
“ G5 77 General data Company code data  Sales areadata [ |2

Customer 33821 JOHMSOM, MIEE MEMPHIS

Sales org. 1834 MR NAS JACKSOMNWVILLE

Distr. charnel [o1 AIMS Default DC

Division [e1 AIMS Default Div.

Drdersl Shippingl Biling document  Partrer functions |

Partner functions %
ﬂ Partner function Mumber Mame Partner description E
SP #* |d-to party 33821 JOHMNSOM, MIKE |~
BP Billta party 33821 JOHMSOM, MIKE |—
PY Fayer 33821 JOHMSOM, MIKE
SH|Ship-ta party 33821 JOHMSOM, MIKE
« ] [*]
= |E| List search Partr. funct. I_ Humber I

[ ] .
To save the customer master record, select Customer — Save or select the '=! Save icon.

The changes you make to the customer master will only impact any transactions made after the
change.

v

STOP! This completes the procedure for Changing a Customer Master Record
Centrally.
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z Display a Customer Master Record Centrally

Menu Path: ACCOUNTING> FINACIAL ACCOUNTING> ACCOUNTS
RECEIVABLE> MASTER RECORDS> MAINTAIN CENTRALLY> DISPLAY

Transaction Code: XD03

These screens are used to display the information contained in the customer master
record.

On the screen titled “Display Customer: Initial Screen”, display information in the fields as
specified in the table on the next page.

™ Display Customer: Initial Scree| _|E|1|
Customer  Edit Goto Extras  Environment  System Help -
Jell CDeecee CHE anaaFF @
|
-FDispIay Customer: Initial Screen ﬂ
Customer % ﬂl |33l]21 A
Company code 1834
Sales area
Sales organization 10834
Diztribution chatinel IE
Diiwigion Iﬁﬂ
Al zales areas... | Customer's zales areas. .
v |aa| 0| |8 |
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Display Customer: Initial Screen

Field Name Description R/O/C User Action and Values
The customer number C Enter customer number or
the system assigned use drop down to search.
when you saved the

Customer

master data.

CIVL = 60000 - 69999
COMM = 10000 - 19999
MILT = 30000 - 39999
SHIPS = 20000 - 29999

Company code

The company code ID

R Enter Company Code

Sales
organization

An organizational unit
responsible for the
sale of certain
products or services.
The responsibility of a
sales organization may
include legal liability
for products and
customer claims.

R Enter Sales Organization
(company code)

Sales Organization mirrors
Company Code

Distribution
channel

The way in which
products or services
reach the customer.
Typical examples of
distribution channels
are wholesale, retail,
or direct sales.

R Enter 01

Division

A way of grouping
materials, products, or
services. The system
uses divisions to
determine the sales
areas and the business
areas for a material,
product, or service.

R Enter 01

Press the Enter key or click the green checkmark icon

i -35
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On the screen titled “Display Customer: General Data”, display information in the fields as

specified in the table below.

™ pisplay Customer: General data

Customer  Edit Goto  Extras Enwironment  Swstem  Help

=181 %]

& | e e DHE anaa AR @

“ G5 %7 Geneal data Company code data  Sales areadata (5 [2]

|33l]21

Address | Contral data |

Customer JOHMSOM, MIKE

MEMPHIS

S
E E Preview ﬂ

|»

Hame
Title |E4 |
Name JOHNSON, MIKE

Search terms

Search term 1/2 [JoHnsON

Street address

107 MaIM STREET

Houze no. fztresat I

l

Remember that the fields that are displayed will vary depending on the account group

chosen.

Address Information:

Field Name Description R/O/C User Action and Values
Form of address R Rank or title used when creating
Title MILT Customers.
E1-E9
01-010
N Customer name R View customers last name, first
ame -
name and initial
Short name which is used R View customer’s last name as a
Search to set up a match code search term
term for search criteria
Street address R View proper mailing address
Street information.
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City / City / State / Postal Code R View complete address information
Regional /
Postal code

Two digit country R Display US
Country identifier Display appropriate country code
Language | English R Should default to “English”
Telephone (0] Display customer’s home phone

number

Fax (0) Display customer’s fax number

Use the tab control to toggle between the General Data” information groups: Address
and Control data. Alternatively, the menu paths Goto — Next tab (F§) and Goto —
Previous tab (F7) can be used.

NOTE:

Customer name, address, search term, etc., will ALWAYS be entered in
ALL capital letters using NO punctuation. Punctuation must be excluded to central mail

facility processing requirements.

i - 37
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Navigate to the Control Data tab.

Control Data tab:

™ pisplay Customer: General data - |ﬁ' |5|

Customer  Edit Goto  Extras Enwironment  Swstem  Help -
@ || IR Ccoe DHE unaa BF @

“ G5 %7 Geneal data Company code data Sales areadata fi [

|33l321 JOHMSOM, MIEE MEMPHIS

Address Control data |

Tax infulmalin%

Tax code 1 |555-55-5555

Tax categories |

Remember that the fields that are displayed will vary depending on the account
group chosen.

Control Data
Field Name Description R/O/C User Action and Values
Use this field for Train R Required for account
Train Station Station groups SHIPS and
COMMS, enter “.”
Use this field for UIC R Required for account
number (Unit Identification groups SHIPS and
Code COMMS, enter unit
identification code
Unit
Identification
Code
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Social Security Number R Display customer’s social
security number. Format:

XXX-XX-XXXX
The account group will
determine if this field is
Tax Code 1 required.
SHIPS and COMMS Do
NOT require this field.
This field must be
populated for MILT or
CIVL customers

. « v Company code data .
Click the “Company Code Data” button to view the company code

information groups: Account management, Payment transactions, and Correspondence.
Alternatively, the menu path Goto — Company code data (Ctrl + F2) can be used.

Display Customer: Company code data

™ pisplay Customer: Company code data -8 x|
Customer Edit Goto  Extras  Environment  System  Help -
@] fWceeCHE anas D@ @

“ [ %7 Generaldata Compary code data Sales aeadata [ [

Cusgtomner |33El21 JOHNSON, MIKE MEMPHIS

Company code 1834 t'F MAS JACKSOMYILLE

Account management | FPavment trangactions I Comespondence

Accounting information

Recon. account |1 31085 Sart key IBBB Allocation number

Reference data

Prew. acct no. I
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Account Management:
Field Name Description R/O/C User Action and
Values
Reconciliation | When you post items to a R Display the
account subsidiary ledger, the system appropriate account
automatically posts the same For all MWR/NFC
data to the general ledger. Customers use:
Each subsidiary ledger has one 131005
or more reconciliation accounts
in the general ledger. These For VQ customers
reconciliation accounts ensure use:
that the balance of G/L accounts 131002 for City
is always fully supported. Ledger Ind Billing
131003 for Fair Mkt
Billing
133002 for City
Ledger Group Billing
133003 for Operation
Serv Contract
Sort Key Key for sorting according to R Display 000

assignment numbers
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Payment Transactions tab:

™ pisplay Customer: Company code data - | =1 |1
Customer Edit Goto  Extras  Enwironment System  Help L
&l I AeaQDHE anaa RE|@

“ B ™7 Generaldats Company code data Sales areadata & [

Customer! [33021 JOHMSON, MIKE MEMPHIS

Compary code 1834 MR NAS JACKSOMNYILLE

Account management  Papment trahzactions |Cnrrespnndence

Payment data %

Termsz of payment I[: an3

Automatic payment transactions

FPayment methods I[: FPayment block. IE Special 24/F block

Payment Transaction tab:

Field Name Description R/O/C User Action and
Values

Terms in which the R Display C003 Net

Terms of . .
customer must pay the due Immediately is

Payment .
invoice always used!
Procedure (check, bill of R Display “C” for
exchange or bank transfer Check
abroad for example) by
which payments are made.

Payment

Methods
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Block key used to block an
open item or an account for
payment

transactions.

Payment Block

R Display “D” for
Special AR block.

Blocks an open item
or an account for
payment transactions.
If you need to prepare
a "Check" for a credit
due the customer, the
payment block should
be removed!

Display Customer: Company code data

Correspondence Tab:

™ pisplay Customer: Company code data

Customer Edit Gobo  Extras  Enwironment  System  Help

=12l x|

|

e ece DRk anaallRR| @

“ Gy 7 Generaldata Company code dsts Sales areadata (& [

|33l321 JOHNSOM, MIKE

Company code 1834 MR NAS JACKSONYILLE

Account managementl Payment tranzactions  Comespondence

MEMPHIS

<

[
Dunning data 4
Dunn.procedure m Dunning block I_
Dunin.recipient —A Leqg.dunn.proc. I—
Lazt dunned I— Dunning level IE
Dunning clerk l_ Grouping key IH Dunning areaz..
Correspondence
Account Statement IE
Act.clk tel.na,
Clerk's fax
Clrk's ititernet
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Correspondence Tab:

Field Name Description R/O/C User Action and
Values
This field contains the key R Display “2000” for
Dunning for the dunning procedure Military Customers
Procedure to be used. (account group
MILT) only!
Key which reflects the o Leave blank
Dunning block | reason for a dunning block
indicator
Dunn Recipient | Leave Blank O Leave Blank
Leg Dunn Proc | Leave Blank O Leave Blank
System will populate this o Leave Blank
Last Dunned field as Dunning
Procedures are run.
System will populate this O Leave Blank
field as dunning processes
are run. System will
Dunning Level | display "0" if never
dunned, "1" if 1% level of
dunning has been
completed, etc.
Dunning Clerk Leave Blank o Leave Blank
Leave Blank O Leave Blank
. If dunning procedure
Grouping Key is “2000” grouping
key must be “01.”
Indicator for periodic R Display “2” for
account statements monthly account
Account statements.
This field designates
Statement
how often customers
will receive
statements.
Acet Clerk Tel Display accounting Clerk o
telephone number
Display Accounting Clerks O
Clerks Fax Fax Number
Clerks Internet Display Accounting Clerks O
email address
Display special note or O

Account Memo

details regarding account
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Sales area data

Click the “Sales Area Data” button

to view the sales area related information

groups (if you have displayed the Sales org, Distr channel and Division): Sales, Shipping,
Billing document, Partner functions. Alternatively, the menu path Goto — Sales Area data

(Ctrl + F2) can be used.

™ pisplay Customer: Sales area data

Customer Edit Goto  Extras  Enwironment  System  Help

=181

@l

A WCcee 2HK anaa R @

“ § ®%7 Genealdata Company codedata  Sales aies data [ [

Customer 33821 JOHMSOM, MIKE
Sales org. 1834 MR HAS JACKSOMNYILLE
Distr. channel IH &1MS Default DC

Divizion IH &1M5 Default Div.

Orders | Shipping | Billing document | Partner functions

MEMPHIS

Sales order

Currency uspD American Dallar

Product attributes |

PP cust. proc. I_

Pricing/Statistics

Cuist.pric. proc. F Standard
Navigate to the Orders tab.
Orders:
Field Name Description R/O/C User Action and Values
Currency Currency R Defaults to USD
PP Cust Proc | Not Used O Leave Blank
Determines which pricing R Display “1” for Standard
Customer procedure the system should
pricing apply when you create a
Procedure sales document for the
customer.

Version 3 — March 2001

Il - 44




Accounts Receivable

Use the tab control to toggle between the Sales Area Data information groups: Sales,
Shipping, Billing document, Partner functions. Alternatively, the menu paths Goto — Next
tab (F8) and Goto — Previous tab (F7) can be used.

Navigate to the Shipping tab.

Shipping tab:
™ pisplay Customer: Sales area data 12| x|
Customer Edit Goto  Extras  Enwironment  System  Help Lo
Al IeceeCHE anaa IR
“ 3 %7 Genersldata Company codedata  Sales aies data [ [
33021 JOHWSOM, MIKE MEMPHIS
1034 MR NAS JACKSOMNYILLE
Distr. channel [o1 AIMS Default DC
Division [o1 AIMS Default Div.
Orders  Shipping | Billing document | Partner functions
[,
Shipping i 1=
Delivery priority Il-]_ [¥ Order combination
Shipping conditions I_ [T Relevant for POD

Delivering zite I

Partial deliveries

[T Complete delivery reqd by law

I_ Partial delivery allowed
tar. partial deliveries IE

™ Unlirited tal. e

Underdel. talerance IB ]

I_ -
4| | E

Partial delivery per item

Max. Partial
Deliveries

partial deliveries you can
make (including the

first delivery) to satisfy the
order quantity for an item.

Shipping tab:
Field Name Description R/O/C User Action and Values
Indicates whether you are R Defaults “Selected”. DO
Order allowed to combine orders NOT CHANGE.
Combination | during delivery processing.
The maximum number of R Defaults to “9”. DO NOT

CHANGE.
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Navigate to the Billing Document tab.

Billing Document tab

™ pisplay Customer: Sales area data
Customer Edit Goto  Extras  Environment  System  Help

|l

HdNece CHE anaa AR @

B 7 Generaldata Company code data  Sales aea data ] [

[ 1 33621 JOHMSOM, MIKE
Sales arg. 1834 bAWw/R MNAS JACKSOMNYILLE
Distr. channel [o1 AIMS Default DT
Division [o1 AIMS Default Di.

Orders | Shipping  Biling document | Partner functions

MEMPHIS

Billing document

Invoicing dates

InvoicingListDates

0

Delivery and payment terms

Incoterms I_ I
Termsz of payment I[.'-Bl]3 Due immediately or DD139 Paym. guar. proc. I
Credit ctil area I
Billing Document:
. . L. User Action and
Field Name Description R/O/C
Values
- ; : ,
Terms of Terms in which the R Display C003 always!
customer must pay the
Payment S
mvoice
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Navigate to the Partner Functions tab.

Partner Functions:
The system will default with the customer’s Name for partner functions: Sold to; Bill

to; Ship to; Payer. Do NOT make any changes on this tab!

™ pisplay Customer: Sales area data - IE Iil
Customer  Edit  Goto  Extras  Enwironment  Swstem  Help Q
-2 A DM anaa AR @
“ qﬁ* ‘@ General data Compary code data Sales aea data E Bj
Customer 33821 JOHWSON, MIKE MEMPHIS
Sales arg. 1834 MW MNAS JACKSOMYILLE
Distr. channel [o1 AIMS Defauit DT
Division [01 AIMS Default Div.
Orders | Shipping | Biling document  Partner functions %
Partner functions
ﬂ Partner function Mumber I ame Partner description E
SP % |d-to party 33821 JOHMSOM, MIKE J=l
BP|(Bil-ta party 32821 JOHMSON, MIKE —
PY|(FPayer 33821 JOHMSOM, MIKE
SH|Ship-ta party 33821 JOHMSOM, MIKE

L

élil List seanch Partr.funct.

I_ Mumber

—

[B&T (1) (100) = [mwwsap] [OVR [ 1357

STOP! This completes the procedure for Displaying A Customer
Master Record Centrally.
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z Display Changes to a Customer

Menu Path: ACCOUNTING> FINACIAL ACCOUNTING> ACCOUNTS
RECEIVABLE> MASTER RECORDS> MAINTAIN CENTRALLY> DISPLAY
CHANGES

Transaction Code: XD04

These screens show changes made to the customer master record. You are able to see
the changes made to each field.

On the screen titled “Customer Account Changes: Initial Screen”, enter information in the fields
as specified in the table on the next page.

™ Customer Account Changes: Initial Screen =]
Changes Edit Goto Environment System  Help -
& DR eeeDHE anaaBE| @

H

3

Cusztorner |33 821 A
Company code Iﬁﬂ
Dunning area l_
Sales organization 1834
Distribution channel IE
Division IE
Pernod of change
From change date Ii
Time: lm
Changed by I—

Field zelection

[ Sensitive flds only
[~ Comp.code-specific fields anly
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Enter the following data:

Customer Account Changes: Initial Screen

Field Name

Description

R/O/C

User Action and Values

Customer

Unique number that
identifies the
customer.

Enter Customer Number or select
match code to search for specified
customer number with other key
values.

company code.

Company code Organizational unit Enter Company Code
within external
accounting.

Dunning area Sub-structure of the Not used

date

were only from this
date.

Sales Organizational unit Sales Organization mirrors
Organization responsible for the company code.
sales of a certain
product. Enter company code
Distribution The way in which the Enter 01 ALWAYS
channel product reach the
customer.
Division Group of products or sel Enter 01 ALWAYS
From change Display changes that Leave blank to display all changes

Time Display changes that
were only from this
time.
Changed by Name of the user who Leave blank to display changes
made the change. made by any person
Sensitive Flds Display changes that
Only are field sensitive
only.
Comp. Code- Display changes that
Specific Fields are company code
Only specific.

Press the Enter key or click the green checkmark icon
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On the screen titled “Customer Changes: Entries”, a list of changes to the customer account is
displayed:

== %]

Account changes  Edit Goto  Settings  Envlonment  System  Help -

@ IHceeDHE Do PR @

“@ &llchanges  Entries  Deletions  Field names

™ Customer Changes : Changed Fields k

|»

Customer @080633021 JOHHSON, HMIKE

ADRZ-KEY
ADRC-KEY
ADRCT-KEY
ADRT-KEY
Grouping key
KHA1-KEY
KHB1-KEY
KHBS-KEY
KNUP-KEY
KHUU-KEY
Street

Kl

1] | »

Perform one of the following, if applicable:

TO VIEW: DO THE FOLLOWING:

~

Select the desired field from the list.

.

2. Click on the Choose Icon (F2) E This will display the
“Customer Changes: Overview” screen which shows the
selected field, change history date, and the user who

Individual field changed it last.

changes 3. Select the field and click on the Choose Icon (F2) again or

double click on the line for further details.

4. The “Details” dialog box appears with detailed change
history related to the selected field. Hit Enter to return to
the previous screen.
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5. Click the Green Arrow Back (F3) or select the Changed
Fields Icon (F9) to return to the “Customer Changes:
Changed Fields” screen.

All of the fields that
were changed for the
customer account.

All changes
1. Click All Changes Icon (F6) ——___r. This will display

the “Customer Changes: Overview” screen.

;
2. Select the field and click on the Choose Icon (F2) E or
double click on the line for further details.

3. The “Details” dialog box appears with detailed change
history related to the selected field. Select Enter to return
to the previous screen.

4. Select the Green Arrow Back (F3) or select the Changed
Fields Icon (F9) to return to the “Customer Changes:
Changed Fields” screen.

The fields which have
been added to a
customer that were not
originally used.

E ntries

Click the Entries Icon (F7)

Any deletions of the
customer master
information.

Deletions

Click the Deletions Icon (F8) = .

0 STOP! This completes the procedure for Displaying Customer Changes
Centrally.
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z Block/Unblock Customer

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > MASTER RECORDS > MAINTAIN CENTRALLY>
BLOCK/UNBLOCK

Transaction Code: XDO03

This screen is used to block/unblock a customer from further processing. Blocking
Customers is a means of ensuring that no further invoices are entered against a customer with
outstanding debts.

Block/Unblock Customer: Initial Screen

™ Block /unblock Customer: Initial Screen k -8 =l

Customer  Edit Goto  Extras Enwironment  Swstem  Help -
& | IAcee CHE nnan AFE| @

Cuztormer Ir&3l321 ﬂ JOHNSON, MIKE

Company code 1034 MR MaS JACKSOMNYILLE

Enter the following data:
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Block/Unblock Customer: Initial Screen

Customer: Enter Customer Number
Company Code: Enter appropriate company code
&

Press the Enter key or click the green checkmark icon to continue
The next screen to appear is Block/unblock Customer: Details Accounting.

Block/unblock Customer: Details Accounting.

™ Block,/unblock Customer: Details Accounting - - IE Iil
Customer  Edit  Goto  Extras  Enwironment  Swstem  Help Lo
-2 D eee DHER anaa AR @

|33l]21 JOHWSON, MIKE MEMPHIS
Company code 1834 MR MNAS JACKSOMNYILLE

Posting block
[ &l company 0533

[T Selected company code

[Ba1 (1) 100) = [mersapd [0V | 13:51

Click whether the customer is to be blocked for all Company Codes or just this specific
Company Code. (Normally the customer will be blocked for all company codes, as his/her
customer number is unique at the client level).

]
Click on the SAVE Button =l

Press the Enter key or click the green checkmark icon @ to continue You will get a
message that the account ##### has been blocked by your User Id.
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z Mark for Deletion (Customer)

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > MASTER RECORDS > MAINTAIN CENTRALLY> MARK FOR
DELETION

Transaction Code: XD06

This is to be used to mark a customer for deletion for the archiving program.

/ NOTE: The customer cannot be marked for deletion if there are any open or parked
items.

Flag for Deletion Customer: Initial Screen

™ Flag for Deletion Customer: Initial Screen 12| =

Customer Edit Goto  Extras  Environment  System  Help

& | IWceceLHE anan A @

H

Customer [p3021 %[ JOHNSON, MIKE
Company cods 1834 MwR NAS JACKSONVILLE

[B&1T 00~ [mwrsapl [OWR [ 1352

Enter the following data:

Version 3 — March 2001 Il - 54




Accounts Receivable

Flag for Deletion Customer: Initial Screen

Customer: Enter Customer Number
Company Code: Enter appropriate company code
&

Press the Enter key or click the green checkmark icon to continue

The next screen to appear is Flag for deletion Customer: Details Accounting.

Only use the box titled ‘Deletion flags’. (The other box ‘Deletion blocks’ is used for more
sophisticated deletion where certain customer data may be left undeleted — there should not
be a use for this at MWR/VQ).

Click on all areas if the Customer is to be deleted in all areas (Company Codes), or click on
the specified Company Code if it is only to be deleted in that Company Code. Normally at
MWR/VQ the customer will be deleted in all company codes.

™ Flag For Deletion Customer: Details Accounting - | = |5|
Customer Edit Goko  Extras  Environment  System  Help -
-2 Blece Mk anaaRRA| @

i 33821 JOHNSON, MIKE MERMPHIS

Company code 1834 'R MAS JACKSOMYILLE

Deletion flags

[ Al areas
[ Selected company code

Deletion blocks

[ General data

[ Selected company code incl. general data

[Ba1 {100 = [mwrsapd [OWVER [ 1363

]
Click on the SAVE Button .
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Accounts Receivable Document Entry

Posting Keys for AR

Posting key Description Debit/Credit Account type

01 Invoice Debit Customer

04 Other receivables Debit

09 Special G/L debit Debit Customer

11 Credit memo Credit

14 Other payables Credit Customer

15 Payment receipt Credit

19 Special G/L credit Credit Customer

40 Debit entry G/L account

50 Credit entry G/L account Customer
Customer
Customer
G/L account
G/L account

Document Types and Document Number Ranges

Document Type Description Number Range
DA Customer Return Check 20

DG Customer Credit memo 21

DP Customer Account Maint 24

DR Customer Invoice 23

SD DAR Journal 13
Invoices

MWR and VQ have the following invoice requirements (this list is not all-inclusive). Enter
the following in the reference or text field when entering Account Receivable documents.

MWR

e Dues (club, etc) — use membership number in document header Reference or Text field
e Private Parties — use contract number in document header Reference or Text field

e Marina berthing fees — use slip number in document header Reference or Text field

e Document:
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¢ Text field — Voucher #, Party Contract #, Slip#, or Rental Agreement # to a maximum
of 50 characters. Note — that an asterisk * at the beginning of the text on the text will
cause it to be printed on the statement, receipt or invoice. Entry of a plus sign + will bring
text in from a previous line item/screen

¢ Assigment field — use a term(s) that may be used for clearing the open item when
payment is received. eg: sailor’s name (use as needed)

When an invoice is created through DAR (fast entry), the reference field will be used
for G/L tracking ONLY, therefore any necessary tracking information should be put
into the Text/Assicnment field.

4
/ Note: All transactions require a "Document Date" and a "Posting Date". The
document date is the actual date of the document (e.g., the date the transaction occurred).
The posting date will determine which accounting period the transaction will be posted to. It
is critical that the document date be accurate in order for the receivable to be properly aged.
SAP derives the “due date” using the “Document Date” field.
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Z Invoices- General Receivables

Invoices are used to post a receivable balance to a customer account such as amount
owed for BQ stay, etc. Posting an invoice does not automatically produce an invoice (or
account statement) to send to the customer. Account statements will be discussed later.

/ Note: A special section specifically for Returned Check Processing follows.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT ENTRY > INVOICE

Transaction Code: F-22

The first screen that appears is Create Customer invoice: Header Data.

™ Enter Customer Invoice: Header Data 18] =l
Document  Edic Goto  Extras  Settings  Environment  Systemn  Help Lo
&l Rec@@CHE anaa AE @
I Held document  Act azsgnmt model...  GAL item fast entry — Post with reference

Document date 2572001 Type Iﬁ Company code 1834 =

Posting date 07/25/2001  Period [10

Reference |55555 %

Dioc.header bext I

First line item

Patky Iﬁ Account 38826 A SpGAL I_ Tranz.type I j

(@& (1) (100) > | rmwwsapl [O%R | 15:20
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Enter the following data:

Create Customer invoice: Header Data screen.

Field Description

Document Date: Date transaction occurred

Posting Date: This field defaults to current date. Change the
posting date if the document should be posted
in a different fiscal period.

Document Type: DR = Customer Invoice (should default)

Company Code: Enter appropriate company code

Period: Enter current fiscal period

Reference: This is mandatory with document type DR.
Use as specified in following table.

Pst Key: 01 = (Debit Customer — Invoice)

Account: Enter Customer Number.

Please use the following guidelines when entering data into the “reference field” for single
entry invoices (see page 51 ) For G/L fast entry, use the text field to enter this

information

MWR/CIV/NFC

Dues/Memberships
Private Functions
Marina Berthing Fees
Child Care Fees
Vehicle Storage

NFC Leaseback

Quarters Guest-
Command/

-Use membership number

-Use Private Party Contract number
-Use Marina Rental contract number
-Use Child Name

-Use storage contract/agreement
-Use Aircraft Tail Number

Use folio number
Use Command/Group Name (folio number if

possible)

Use the drop down arrow to aid in the search E to find Customer Number.

Press the Enter key or click the green checkmark icon

&

to continue

The next screen that appears is Enter Customer invoice: Add Customer item.
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Enter Customer invoice: Add Customer item.

™ Enter Customer invoice: Add Customer item o =] |
Document  Edit Goto  Extras  Settings  Environment  Swstem  Help -
-2 fEeae DMK anan BRE @

“ =2 [] b Moredata  Act assgnmtmodel . GAL item fast enty Tax amounts

Custorner 38826 BARLOW, DAMID G/L acc |1 at1ae:

Company code 1834 A0T0OHUMTER HILLE.

MR NAS JACKSONYILLE JACKSOMYILLE

Item 1 / Invoice / 01

Amount |5 aa
[ Calculate tax

Payt terms I[: |83
Blire date IB?!25.’2BB1

Dizc. bage

Pront block,

uso

Azzighment

Py

D apz/percent

Irvoice ref.

Front method

[T [ T el
/| o
'

Pront meth. supl.

——

=

Test

l@ Long text |

Mext line item

Pty [50 Sicount  [So1000

SpG/L I_ Trans. type I_ MNew cocode I

Enter the following data:

Add Customer item screen.

[@AT A1 (00~ [mersapd [0V | 1521

Amount: Total amount of invoice

Payment Terms: Defaults from Customer Master Record.

Blinedate: Baseline date defaults automatically and is
based on the document date and payment
terms. Because “net due immediately” is
always used, the baseline date will equal
document date.

Text: Enter text that is to appear on the invoice.
Enter * before text so it will print on statement.

Post Key: 50 = Credit Entry

Account: General ledger revenue account that relates to

the receivable. Use match code search EI to
find General Ledger Account.

Press the Enter key or click the green checkmark icon

&

to continue

The next screen that appears is Enter Customer invoice: Add G/L account item.
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Enter Customer invoice: Add G/L account item.

™ Enter Customer invoice: Add G/L account item

Document  Edit Gobo  Extras  Settings  Environment

=12l x|

System  Help -

&G Bleae LMk vnan PR @

“ A2 EH B ] =5 Moredata Act assgnmt model..  GAL item Fastentry T ax amounts

G/L account |5 818088 PROGRAM REVEMNUE

Company code 1034 MWR MAS JACKSONYILLE %

Item 2 / Credit entry / 50

Amount {580 uso
[T Calculate tax
Cost center Sﬂ—ﬂ Order
Aticle Site .
Quantity I_
Agzighment I
Text I % Longtest |

Mext line item

Pty l_ Account I

A SpGAL I_ Trang. type I_ MNew co.code I

Enter the following data:

Add G/L account item screen.

[@a1 ()00 = [rmwrsapl OVA [ 1533

Amount:

The amount to be recorded to the revenue
account on the previous screen. If this is the
last item a * can be used to enter the balance of
the document.

Cost Center:

This 1s the cost center to receive the revenue.

Order:

This is completed if the revenue is to be
charged to an internal order in addition to a
cost center.

Text:

Where the text is identical to the previous item,
use a + to drag the text from the previous line
item / screen.

Press the Enter key or click the green checkmark icon

&

to continue
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o
Click on the Overview Button

Ensure entries are balanced (debits equal credits).

For example:

™ Enter Customer invoice: Display Overview

Document  Edit  Goto  Extras  Settings  Enwironment  System  Help

==l x]

-2 B e DHE DDOD BE| @
“ §| Display curency  Park document  Act assgnmt model...  GAL item fast entry T axes
Document date I A7 /2572001 Type Iﬁ Company code 1834
Posting date [07/25/2001  Peicd [1e
Docurnent number IIHTERHHL Fizcal year |2 a1
Reference CGELE Crozs-CC no. I
Doc header text
Items in document currency
Itm PK CoCd fAccount Description CostCr Order Amount
aa1 a1 308826 BARLOW, DAVID 5008.88
8@z 5@ 581688 PROGRAH REVEHUE g8 S88.88-
D 5688.88 C 588.88 B.88 2 Line items
Other line item
Patky rﬁcount I A SpGAL I_ Trans. type I Mew co.code I

Then post the document:

Menu Path:
document.

[BaT [1)(100) = [mwrsapl [0VA [ 15:31

]
Document = Post or Click on SAVE Button = or press F11 to post

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn

was posted in company code XXXX”

STOP:

0

Version 3 — March 2001 Il - 62

This conclude the procedure for entering customer invoices



Accounts Receivable

z Returned checks

When a check is returned from the bank, the transaction is posted to the Customer with the
use of Special GL indicator R. This results in the amount being recorded to the balance
sheet account 132000. (Please note that a valid customer account must be created prior to
posting any invoice or returned check item.)

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT ENTRY > G/L ACCOUNT POSTING

Transaction Code: F-02

The first screen that appears is Enter G/L Account Posting: Header Data. The following
fields, which appear on the screen, require special mention:

™ Enter G/L Account Posting: Header Data - |E |1|
Docurent  Edit Goto Extras  Settings Enwironment  Swskem  Help L
||l fecoe Dk anaa DA @

I Held document  Act azsgamt model.. GAL item fast entry— Post with reference

| »

Document date I a7 /3e/2a01 Type Iﬁ Company code 1034
Posting date [07/30/72081  Peiiod [10

Reference |1 a1

Doc.header test I

First line item

Patiy IE Account |33 821 A SpGAL Iﬁﬂans.l_l,lpe I_ ll

[BAT (700~ [mwrsapl [OWR | 1457

Enter G/L Account Posting: Header Data screen

Document Date: Date transaction occurred. Recommend this be the
date the bank returned the check.
Posting Date: This field defaults to current date. Change the

posting date if the document should be posted in a
different fiscal period. Remember that you cannot
post to a closed period.
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Document Type: DA = Customer Returned Check

Company Code: Enter appropriate company code

Period: Enter appropriate fiscal period

Reference: Check number (see Note below)

Doc Header Text: Bank name returned check was drawn on.
Customer’s Bank as noted on check

TEXT: Enter the Reason Bank Returned Check (Put * in
front so text will appear on Dunning letters)

Pst Key: 09 = (Special G/L Debit)

Account: Customer Number.

Sp. G/L R (for returned Check)

V4

/ NOTE: In order for the returned check information to be printed on dunning notices,
the check number should be entered in the Reference field, name of bank entered in Doc
Header Text and reason bank returned check with * entered in Text field

Use the drop down arrow to aid in the search E to find Customer Number if necessary.

&

Press the Enter key or click the green checkmark icon to continue

The next screen that appears is Enter Customer return check: Add Customer item.
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™ Enter Customer return chck: Add Customer item

Document  Edit  Goto  Extras  Settings  Environment  Sywstem  Help

==
L)

& | B cee | CHE anan AR @

“ 2 B ] =5 Moredata Act assgnmt model..  G/L item fast entry  Tax amounts

Cuztamer |33B21 JOHMSOM, MIKE G/L acc |132BBB A

Company code 1834 107 MalN STREET
MR Nas JACKSOMNYILLE MEMPHIS

Item 1 / Beturned check / 09 R

Amount [258 usp
[T Calculate tax

Diue an IB?.’SB!2BB1 %

Aggighment I

Text Long text
[ e |

Mext line item

Ptiy Iﬁ Account ||1 1871 *hGAL I_ Mew co.code I

[@A1 (1) (100]~ | mwwrsapl [OWR | 14:55

Enter the following data:

Amount: Total amount of returned check

Due on: Same as document date

Post Key: 50 = Credit Entry

Account: Cash account-Local Depository Account

&

Press the Enter key or click the green checkmark icon to continue

The next screen that appears is Enter Customer returned check: Add G/L account item. The

following fields, which appear on the screen, require special mention:
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™ Enter Customer return chek: Add G/L account item ==
Document  Edit Goto Extras  Settings  Enwironment  Swstem  Help Q

=2 Oecae DR anan BE @

'“ ‘2 E B T} i More data Aot assonmt model..  GAL item fast entry  Tax amounts

G/L account |1 81871 LOCAL DEPOSITORY

Company code 1834 MWHR MAS JACKSONYILLE

Item 2 f Credit entry / 50

Arnount % I* 5D
[T Calculate tax

Site I
Value date [07/30/2001] &|

Agzignment

Texst Y27 Long test |

Mesxt line item

Pty I_ Account A SpGAL I_ Mew co.code I

[@a1 o0 = [mwsapl [0VR | 1500
Enter the following data:

Amount: The amount to be charged to the cash account on the previous
screen. If this is the last item, a * can be used to enter the
balance of the document.

Value date: Please note- it is VERY IMPORTANT that this date exactly
matches document date.

o
Click on the Overview Button “*

Ensure entries are balanced (debits equal credits).
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™ Enter Customer return chek: Display Overview - | = |5|
Document  Edit Goto  Extras  Settings  Environment  Swstem  Help -
-2 Heae DHE DDOD BE @
“ §| Dizplay currency  Park document  Act assgomt model.. GAL item fast entry Tares

Document date 7 /30672001 Type Iﬁ Company code 10834

Posting date 07/36/2001  Period [1e

Daocunent number IIHTERNHL Fizzal year |2 aa1 [}5

Reference |1 a1 Crozs-CC o, I

Doc header text I

Items in document currency

Itm PK CoCd Account Description CostCr Order Amount

881 89R 33021 JOHHSOHN, HMIKE 2508.80
8@z 5o 181871 LOCAL DEPOSITORY 258.088-
b 2508.088 C 2508.688 B.88 = 2 Line items
Other line item

Patky rﬁcount I A SpGAL I_ Trans. type I New co.code I

[@AT A1 (00 ™ [mewrsapd [OWR | 1500

Then post the document:

]
Menu path: DOCUMENT - POST OR CLICK ON SAVE BUTTON OR
PRESS F11 TO POST DOCUMENT.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

STOP: This concludes the procedure for Returned Checks

v
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Z Fast Entry Invoices

Fast entry invoices are used to record invoices with multiple line items (the debit is to the
customer account, but there are several credit entries to various revenue accounts.)

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT ENTRY > INVOICE

Transaction Code: F-22

The first screen that appears is Create Customer invoice: Header Data. The following fields,

which appear on the screen, require special mention:

™ Enter G/L Account Posting: Header Data - |ﬁ| |i|
Document  Edit Goto  Extras  Settings  Enwironment  System  Help -
& I Re@e P anaa AE @

Held document  Act azsgnmt model.. GAL item fast entry Post with reference

Document date IB?.0'3 as2001 Tupe Iﬁ Company code 1819 -
Fosting date [07/38/2001  Peiiod [0

Reference |55555
Doc header test I

|

Firzt line item

Pty IE Account 300881 ﬂJ.GHL I_ Trans.type I_ LI

[@&T ()00~ [mwsapl [OWR [ 1516

Enter the following data:

Field Description
Document Date: Date transaction occurred.
Posting Date: This field defaults to current date. Change the

posting date if the document should be posted
in a different fiscal period.

Document Type: DR = Customer Invoice

Company Code: Enter appropriate company code
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Period: Enter current fiscal period

Reference: This is mandatory with document type DR.
Use as specified in the “Invoices” section.

Sp. G/L Enter the appropriate special G/L indicator if

needed. (U-unearned income, D-Deposits
Payable, V- Voucher)

Pst Key: 01 = (Debit Customer — Invoice)

Account: Enter Customer Number.

Use the drop down arrow to in the search L= to find Customer Number, if necessary.

V]

Press the Enter key or click the green checkmark icon to continue

The next screen that appears is Enter Customer invoice: Add G/L account items.

™ Enter Customer invoice: Add Customer item

Debxe [ meiceret [ [T
Pambock [ Foimenod [ Pmcmenapl [

Enter the following data:

Amount: Total amount of invoice

Payment Terms: Defaults from Customer Master Record. You
can override the payment term here if you wish
a different payment term for this particular
invoice.

Text: Enter text that is to appear on the invoice
(account statement). Put an * in front of text so
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text will appear on Invoice

Assigment:

Enter text that is to appear on the invoice

Enter the following information in the Text field

MWR/CIV/NFC

Dues/Memberships
Private Functions
Marina Berthing Fees

Child Care Fees
Vehicle Storage

NFC Leaseback

VO

Quarters Guest-

Command/Group-

-Use membership number

-Use Private Party Contract number
-Use Marina Rental contract number
-Use Child Name

-Use storage contract/agreement
-Use Aircraft Tail Number

Use folio number
Use Command/Group Name (folio
number if possible)

G/L item fast entry

Click on G/L Item Fast Entry Button

The next screen that appears is Enter Customer invoice: Add G/L account items. The
following fields, which appear on the screen, require special mention:
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™ Enter Customer return chek: Add G/L account items 12| =
Docurent  Edit Goto  Extras  Settings  Environment  System  Help Q
&l B ece CHE anaa PE| @

“A? Act agsgnmt model...  GAL item fast entry  Ta® amounts

Company code [1819 MwR MavsTA MaYPORT
G/L account items %

PK CoCd Accoun  Amaunt Site Cozt ¢ Order Azzighment Text
[50 [1019 [532008 [250 | {10 LI |
I_ Pl 4 4
I_ A A A
[T T4l [ 1 4l 4 |
I_ Pl 4 4
I_ A A A
[T 4l 1 4l 4 |
I_ Pl 4 A
I_ A A A
[T T 4l | 1l 4l 4 |
[T 4l [ 1 4l 4 |
[T T 4l (I 4l |
Other line items

Patky I— Account I A SpGAL I_ Trans.type I_ Mew co.code I—

|BAT 1) 00)* | mwrsapl [OWR | 15:21

Enter the following data:

Pst Key: 50=CR

Account: General ledger account to receive revenue

Amount: Amount to be recorded against that account

Cost Center: Cost center to receive revenue

Order: This is completed if the revenue is to be
charged to an internal order in addition to a
cost center.

Text: Enter the required information according to the
table on the previous page

Company Code: Enter appropriate company code

Continue until all line items have been entered

. e ton B
Click on the Overview Button =21,

Ensure entries are balanced (debits equal credits).
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™ Enter Customer return chek: Display Dverview ==

Document  Edit Goto Extras  Settings  Enwironment  Swstem  Help

=2 Beae | CHE aDoan BR @

“@ Dizplay currency  Park document  Act assgnmt model...  G/L item fast entry Taxes

Diocument date I a7 /38/28m Tepe Iﬁ Company code 1819
Posting date [07/3072001  FPeicd [1e

Document number INTERNAL Fizzal year |2 (i[5} %
Fieference LLEGE Crozz-CC no. I

Doc header test I

Items in document currency

Itm PKE CoCd Account Description CostCr Order Amount

aa1 61 30881 BARBER, ROSS 250.808
8@z 58 5328088 DUES 18 2508.80-
D 258.88 C 258.088 8.88 = 2 Line items
Other line item

Pty rﬂcount I A SpGAL I_ Tranz.type I Mew co.code I

[@A1 M A00 [ mwrsapl [OWR [ 15:21

Then post the document:

]
Menu Path:  Document = Post or Click on SAVE Button =l or press F11 to post
document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

Stop: This concludes the procedure for Fast Entry Invoices

|
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Z Credit Memos

Credit memos are used to reduce a customer's amount owed (a credit is applied to the
customer's account reducing the total amount due) due to events occurring after the
receivable was set up.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT ENTRY > CREDIT MEMO

Transaction Code: F-27

The first screen that appears is Enter Customer Credit Memo: Header Data.

™ Enter Customer Credit Memo: Header Data o =] |
Document  Edit Goto  Extras  Settings  Environment  Swstem  Help -
-2 fHeae MR anaaRE @
I Held document  Act azsgnmt model...  GAL item fast entry Post with reference

Document date g7 /308/20m Type Iﬁ Company code 1819 =

Posting date 07/36/2001  Period [18

Reference I

Doc header text I

First line item

Pty Iﬁ Account |3 8681 ﬂ).GJL I_ Trans. type I_ LI

[@AT A1 (00 ™ [mwrsapd [OWR | 15:24

Enter the following data:

Field Description
Document Date: Date transaction occurred
Posting Date: This field defaults to current date. Change the

posting date if the document should to be
posted in a different fiscal period.

Document Type: DG = Customer Credit Memo
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Company Code: Enter appropriate company code (or use match
code search L=l to find Company Code.)

Period: Current period

Pst Key: 11 = (Credit Memo — Credit Customer)

Account: Enter Customer Number.

Use the drop down arrow to search =1 for the Customer Number.

Press the Enter key or click the green checkmark icon

&

to continue

The next screen that appears is Enter Customer credit memo: Add Customer item.

™ Enter Customer credit memo: Add Customer item

Document  Edit Goto  Extras  Settings  Enwvironment  Swstem  Help

=181 x]
~

& ||

0 @@ DHE anaa BEA @

“ ‘2 @ @ m JMore data  Act azzgnmt model...  G/L item fast entry Tax amounts

Customer [3o081 eameER. A0S Glacc [131005
Company code 1819 FTC
MWH NAYSTA MAYPORT b aypart [%
Item 1 / Credit memo # 11
Amount |250 uso
[T Calculate tax
Payt terms I— D ayz/percent I_I— f I_I— / I_
Blire date Im
Disc. baze I Irwvaice ref. I £ I £ I_
Pront block I_ Pront method I_ Pront meth. supl. I_
Azzighment I
Text I l@ Lang text |
Mext line item
Pstiy Iﬁ Account |t532 aae *hGAL I_ New co.code I—

Enter the following data:

[Ba1 (1) (100) = [mwrsapl [OWVR [ 15:25

Amount: Total amount of credit memo

Invoice Ref: The invoice that this credit memo relates to.
Text: Enter text that is to appear on the credit memo.
Post Key: 40 = Debit Entry

Account: General ledger revenue account that relates the

original invoice. Use match code EI to find
General Ledger Account
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@

Press the Enter key or click the green checkmark icon to continue

The next screen that appears is Enter Customer credit memo: Add G/L account item.

™ Enter Customer credit memo: Add G/L account item 18] =l
Document  Edic Goto  Extras  Settings  Environment  Systemn  Help Q
&l Becee Lk anas A @

“ 2 A B ] mb Moredats  Act assgemt model . GAL item fast enty  Tax amaunts

G/L account |5323E|ﬂ DUES

Company code 1819 MwWR NAYSTA MAYPORT
Item 2 f Debit entry /7 40 h
Armnaount I* 5D

[ Calculate tax

Cost center |1 i] ﬂ Order I

Aticle | Site

[uantity

Agzignment I
Tet Long text
[ e |

Mezt line item

Pty I_ Accalnt I A Sp.G/L I_ MHew co.code I

Amount: Total amount of invoice or *

Cost Center: This is the cost center to debit against the
revenue.

Text: Enter text such as Voucher #, Party Contract#,
etc.

- -
Click on the Overview Button =1,

Ensure the entries are balanced (debits equal credits).
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™ Enter Customer credit memo: Display Overview

Document  Edit Goto  Extras  Settings  Enwironment  System  Help

=181

& ||

FoOeae@ | 2BME DDOn BE @

@ Dizsplay currency  Park document  Act assgnmt model. ..

GAL item fast entry  Tawes

Document date

Iﬂ?!33f2ﬂﬂ1 Type
IB?IS 8720801 Period

Posting date

IE Company code 1819

oot

Crozz-CC ma,

Document number IW Fizzal year
Referance I
Doc.header bext I
Items in document cummency
Itm PK CoCd Account Description

a1 11 38081 BARBER, ROSS
882 4o 532008 DUES
D 258.88 C 258.488

CostCr Order

18

Other line item

Patky I_ﬁcnunt I

A SpGAL

I_ Tranz.type

Amount
250.88-
250.0808
a_88 = 2 Line items
I Mew co.code I

Then post the document:

(a1 (1) (100) > [mwwsapl [OWR | 15:27

]
Menu Path:  Document = Post or Click on SAVE Button = or press F11 to post

document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn

was posted in company code XXXX.”

Stop: This concludes the procedure for entering Credit Memos

0
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Z Post an Incoming Payment from a Customer

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT ENTRY > GL ACCOUNT POSTING

Payments for receivable amounts will be posted on a DAR. The following procedure
represents the General Ledger module processing for a DAR. Partial Payments,
Overpayments, Customer Deposits, and Unearned income will be posted using a DAR.

Deposits Payable, Fleet Vouchers, Returned Check payvments and Unearned income will
use a Special G/L Indicator in their G/L Postings.

The first screen appear is: Enter G/L Account Posting: Header Data

™ Enter G/L Account Posting: Header Data - |E |1|
Docurent  Edit Goto Extras  Settings Enwironment  Swskem  Help L
-2 DWeae R anaa BN @

I Held document  Act azzgnmt model..  GAL item fast entry Post with reference

| »

Document date IBS.’ ag/s2am1 Tupe Iﬁ Compary code 10834
Posting date [68/08/2001  Peiod [

Reference IDFIFI a1

Doc.header best I

First line item

Ptk Iﬁ Account 181860 A SpGAL I_ Tranz.type I :I

[RAT (700~ [mwrsapl [OWR [ 1613

Enter the following data:

Field Description/Usage

Document date: Use appropriate date for the day’s business
Posting date: Use appropriate date for the days business
Document type: SD
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Company code:

Enter appropriate company code

Reference: Your fund’s unique MWR/VQ DAR reference
identifier.

Text: (Optional) can use for internal DAR numbering

Posting key (PK): 40 (debit)

GL Account: Appropriate account for entry

Use Account 101060 DAR CLEARING or
Account 110000 CREDIT CARD CLEARING
(cash will be recorded to 101060)

Press the Enter key or click the green checkmark icon

&

to continue

The next screen to appear is Enter DAR Journal: Add G/L account item

™ Enter DAR journal: Add G/L account item - |ﬁ' |5|
Document  Edit Gokto  Extras  Settings  Environment  Syskem  Help -
& || H o CHE anaa RE @
A? @ @ (T} i More data Aot assgnmt madel..  GAL item fast entry Tax amaunts
G/L account 1681868 POS/DAR CLEARING ACCOUMT
Company code 1834 MWwR NAS JACKSONYILLE
Item 1 /7 Debit entry 7 40
Amaunt |25 uso
[ Calculate tax
Site I
Yalue date
Azzighment
Text I @ Long text |
I
Mezt line item If\i‘
Pty IE Account |3 816 ﬂ).GEL I_ Mew co.code I

Enter the following data:

[@41 ) 100)* [mwrsap] [OWR | 1616

Amount: Enter Amount

Posting key (PK): Enter 15 (credit) for Payment Receipt OR
For Unearned Income, Fleet Vouchers,
Returned Checks and Deposits, Enter 19
for Special G/L Indicator

Assignment: Enter Payee’s name if it is Unearned

income
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Leave blank if regular payment

Text: Enter the required information according
to guidelines on pg 69 and use * in front so
info will print out on statement

GL Account: Enter Customer Number

Special G/L Indicator: Enter U for Unearned Income

Enter D for For Deposits Payable
Enter V for Fleet Rec Voucher

Enter R for Returned Check payment
Leave blank if regular payment

@

Press the Enter key or click the green checkmark icon to continue

™ Fnter DAR journal: Add Customer item

The next screen appears: Add customer item

Enter the following data:

Amount: *

Due on Date: Enter date that deposit was made

Q
Click on “* to check to see if entry is in balance.

Then post the document:

Menu Path: Document = Post or Click on SAVE Button
document.

or press F11 to post
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UNEARNED INCOME (Advance Payment) Using a DAR

A deposit may be required from a customer in certain situations, (i.e., a payment in advance
for membership dues or an advance payment on an upcoming private function at the officers’
club). This advance payment is normally applied against the final billing.

As with Customer Deposits, Unearned Income will normally be handled through a direct
General Ledger posting to Account 251000. When processed this ways, it is strongly
recommended that when the document is posted, the assignment field be completed on the
DAR using the payer's name. This will be the easiest way to match the amount of funds
recorded in 251000 to a specific "customer". While a customer master record may be set up
at this point of the transaction (with subsequent transactions recorded through the Accounts
Receivable module), it is less time consuming to post the unearned income directly to the
251000 account. In theory, there is no receivable at this time since the individual does not
owe us any money. A true receivable should be created if, in fact, the "customer" does not
pay what is owed at the time of the sale of the item or service.

The unearned income/advance payment will be handled in SAP by means of a Special
G/L indicator “U” which redirects the amount of the deposit from the customer’s G/L
reconciliation account (131005 or 133005), to the Unearned Income reconciliation
account, 251001.

Please refer to the procedures discussed in the Incoming payment section. The procedures
are identical with the following exceptions:

1. The Special G/L indicator is “U” for Unearned Income
2. The affected GL account is 251001 vs 203001.
(215002 for VQ)

Deposits Payable (Customer Deposits) Using a DAR

A customer deposit may be required from a customer in certain situations, e.g., for rental of
equipment at an activity. This deposit will be refunded to the customer after equipment has
been returned. Another type of “Deposits Payable” or customer deposit may be unit funds
held by us for a ship or Command. In this case, the monies are held until the Unit requires
them for payments of goods or services.

Either type of deposit can be recorded against a customer account allowing SAP to provide
subsidiary ledger support. Unit funds or other monies held for organizations MUST be
maintained against a customer account.

If you wish to create a customer account at the time a deposit is received, a master record
must be created (see the beginning of this chapter for instructions).

The customer deposit will be handled in SAP by means of a Special G/L indicator “D” which
redirects the amount of the deposit from the customer’s G/L reconciliation account to the
Deposits Payable reconciliation account, 203001.
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Example: A Customer Deposit can also be handled through a direct General Ledger posting
to Account 203000 (not for Unit or other organization funds.) When processed this ways, it is
strongly recommended that when the document is posted, the assignment field be
completed on the DAR using the payer's name. This will be the easiest way to identify the
amount of funds recorded in 203000 to a specific "customer". While a customer master
record may be set up at this point of the transaction (with subsequent transactions recorded
through the Accounts Receivable module), it is less time consuming to post the deposit
directly to the 203000 account. In the case of deposits taken for gear rental that will be
returned the following day, this may be the most efficient method of recordings. However,
please note NO aging or other subsidiary ledger reporting is available using this “direct
posting” method.

Refer to the procedures mentioned in Incoming Payment section. Pay particular attention to
the G/L Indicator Section.

Unit Allocations - Deposits Payable
Another type of “Deposits Payable” or customer deposit may be unit funds held by us for a
ship or Command. In this case, the monies are held until the Unit requires them for payment

of goods or services.

Unit funds or other monies held for organizations MUST be maintained against a customer
account.

The customer deposit will be handled in SAP by means of a Special G/L indicator “D” which
redirects the amount of the deposit from the customer’s G/L reconciliation account to the
Deposits Payable reconciliation account, 203001.

PLEASE REFER TO THE UNIT ALLOCATIONS SECTION (PAGE I11-153) OF

THIS CHAPTER FOR FURTHER DETAILS ABOUT UNIT ALLOCATIONS
PROCEDURES.

Stop: This concludes the procedure for entering Customer Payments
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Z Refund of Deposit Amount to a Customer and Refund Payments

Refunds will be processed by Accounts Payable. Refunds will use the procedure
explained in the Accounts Payable chapter. Please refer all refunds to those responsible
for accounts payable.

Before Accounts Payable can issue refunds to customers, Accounts Receivable must
request a REQUEST FOR PAYMENT FORM and give to Accounts Payable to process a
refund. Refer to the following process to unblock an invoice for payment. Accounts
Payable will unblock the Customer during the Payment Run.

UNBLOCK INVOICE FOR PAYMENT
To unblock an invoice for payment, go to view customer’s “Display/change line items”

Menu Path: ACCOUNTING> FINANCIAL ACCOUNTING> ACCOUNTS
RECEIVABLE> ACCOUNT> DISPLAY/CHANGE LINE ITEMS

Enter customer’s account number and company code.
Ensure line item selections open, cleared and special G/L transactions are selected.

&

Press the Enter key or click the green checkmark icon to continue
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=™ Cusztomer Line Item Display =] x|

S Parked @ Cleared
Due date: Overdue £y Due B Mot due

Run Date: 8872272881 15:24:86
User: H_P&57F11

Open Items Key Date: @8/22/28081
68311

18535 SIROCCO CIRCLE HW
SILUERDALE WA 98383

r B (1287 |13008817379 1380017379 [SD | 08/06/2801|08/06/2001 |15 08/ 86/2 001
r @ |1287 | 2300000027 |\ 23800000827 (DR | 08/81/2861|08/22/2001 |81 08/81/2001
= [ |1287

#* Account 6B@311

Run Date: 8872272881 15:24:086
User: H]_Pa&aS57F11

Find the invoice that you wish to unblock on the list. Double click on the item. The next
screen will appear.
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=2 ——— N ER T Tl a

| l?'t' )

On this screen, click on the Display/change button

Version 3 — March 2001 Il - 84



Accounts Receivable

™ Change Document: Line Item 001 ==

[ soceeChiawaaHEe

EETEN Y
Dunbock [
todred [ [

2300000027
L

On this screen in the Payment block field, remove the “A” and leave blank.

Then click on the SAVE E

Stop: This concludes the procedure for processing Refunds for Customers.
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BUSA Report and Postings

It may be necessary to review the status of USA Items that have been procured through the
Procurement module and have been received (using Goods Receipt). The following report
may be used for information only, as per USA Procedures (as directed by MWR HQ), the
USA offset entry and establishment of the receivable cannot be made until the time of
invoice verification (or time of inputting of the invoice!!) You may find this report useful in
an effort to monitor and manage USA purchases or to correct errors prior to invoice/vendor
payment.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
> PERIODIC PROCESSING > INFORMATION SYSTEM > REPORT SELECTION
Transaction Code: F.97

SELECT: MONTH END REPORT>GOODS RECEIPT USA OFFSET REPORT
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Goods receipt information (USA items)

& || Al eE@ DHE anan BEE | @

B & & A &

Plﬂglam SEIECtiﬂns ......................................................................................................................................................... :
Company code 1353 to ! =+
Account azsignment categany E ko r =
|54 offzet G/L account i to ! =+
Posting date [article doc) ;ﬂ?! a1/2a861 ta !h?ﬁﬂ f28m ij =]
b ovement tupe ; to ; =+
Cost center i to i =+
G/L account number ! [{u] i =+
i’FulthEl plDCESSing Dptiuns ................................................. et i wt i ...._.._._..._.....__=
- (8 Mo further processing
| |
: ) Interactive list :
eSS e e e g 2 |

On the selection screen, simply enter the Company Code (MWR ONLY), and enter “S” in
the Account Assignment Category field. ALWAYS remember to enter the date range of the
month you are working in. For example, if you are reviewing July 2001 USA purchases,
enter the Posting Date (article doc) range of 07/01/01 to 07/31/01. If you want to search
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more specifically, you can enter a USA Offset Account (the offset account that would be
used for setting up the receivable entry) specific posting date, cost center, general ledger
account originally entered at time of Purchase Order creation.

W’

After selecting the appropriate criteria, hit “execute”
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™ Goods receipt information {USA items)
List Edit Goto Systemn Help

@ || T ea@ CHE ODLAN | BR|@

2EHB B [ st 1 [ (2 Exended [ [E&ec EIS  Selections

Goods Receipt USA Item Report
Run Date: 8978472801

User: Hg_p658h
Art. doc no PO number PO item AC Article Description Site Cost ctr G/L acct USA Offset
58088811857 65000008793 B86861 s STUFF 8188 315 752088 a8

/L account number 7528088
ost center 315

Laaeee%3 089 6400001838 Q8861 s LENDIHMG LIBRARY SUPPLIES 8199 478 72088 [i]
coaeee?148 6400001838 Q8861 s LENDIHMG LIBRARY SUPPLIES 8199 478 72088 [i]
Laaeee%2318 6400001841 A8861 s LENDIHMG LIBRARY SUPPLIES 8199 478 72088 [i]
5008080689153 64000881841 @0881 s LENDIMG LIBRARY SUPPLIES 8199 478 752008 8

/L account number 7528088

ost center 478

Laaee18388 6400001347 00883 s 9 UOLT BATTERIES 8191 484 fa1888 72088
5A80e18388 64000881347 G000 S TOMEL - ROLLS 8191 484y 781008 752008
caage1e118 68000083504 00084 3 18181687 RETAIL SPECIAL ORDER-FITHESS/GYH 8191 484 fa1888 72088
caagg1e118 68000083504 000805 3 18181687 RETAIL SPECIAL ORDER-FITHESS/GYH 8191 484 fFa1888 72088
/L account number 781888

ost center 484 %

Coaeees 428 6400006178 Q8861 s toOLS AUTOD HOBBY 8211 613 fa1888 72088
coaeees 423 6400006178 Q8861 s toOLS AUTOD HOBBY 8211 613 fFa1888 72088
/L account number 781888

COaeBe5 866 6400006178 Q8861 s toOLS AUTOD HOBBY 8211 613 72088 [i]
5A80AA5S4A3A 6400088178 006081 s tOOLS AUTO HOBBY 8211 613 752008 8

/L account number 7528088
ost center 613

It is important to note that on the Purchase Order, the Facility Manager or Procurement staff
should enter the appropriate general ledger expense account for the initial expenditure. Do
NOT enter the USA Offsets account on the Purchase Order (if you do you will receive an
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error!). The report shown above will “PROPOSE” the offset account that should be used if
the receivable was set up.

As you can see from the above example, an error was made by the individual creating the
Purchase Order (they used the USA Offset General Account number). As a result, the
system CANNOT propose the USA Offset account because the error was made. This error
should be resolved as soon as possible. To resolve the error, the goods receipt should be
reversed (see Section 2: Goods Receipt — Transaction Code MB01 Movement Type 102).
The Purchase Order should be corrected (entering a GOOD general ledger account number),
then the goods receipt should be redone as well!

z USA Report- PO’s that have had Invoice Verification

At the end of each month, it is necessary to run a report to determine what items need to be
included in the USA Offset Entry (establishing the receivable and crediting the offset
account). The following report may be used to create the end of month USA entry for those
items included on Purchase Orders. You may also find this report useful in an effort to
monitor and manage USA purchases or to correct errors prior to posting the USA entry.

(NOTE: Remember this is only 1 part of the USA entry — you may also have additional
entries for “USA” that have been entered through Direct Invoice. Take care to include
BOTH types of invoiced items on the DD2277).

Menu Path:  ACCOUNTING>FINANCIAL ACCOUNTING>GENERAL LEDGER>
PERIODIC PROCESSING> INFORMATION SYSTEM>REPORT SELECTION

Transaction Code F.97

General Ledger Reports>Monthend Reports>Invoice Verification USA Offset Report
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M Logistics invoice yverification information (USA items)

Program  Edit  Goko  System  Help

E P"ngam selecliuns a Rk e e B L e e L i m n  E aEt Aee  m  e  R m Een T  e  ae hE  a RA H e iE At

Cozt center

[ [
GAL account number i to ’
Pozting date [invoice) i a7/t 720 to ’ a7 /3172001 i.
Driocument number [LI] ; to |
Company code F:?E:}- to ’---_-u
]._
I......._...........u

Account azsignment categary i_S‘ to

US4 offzet G/L account ; to

| Fu'ther plucessing Dpliﬂns AN AP DUCE W A bty i PG PP IO L DB N I TN DTV I e BT Yot TP T A b D S TR DO Tk i v e

RELELELE

@ Mo further processing

0 Interactive list

On the selection screen, simply enter the Company Code (MWR ONLY), and enter “S” in
the Account Assignment Category field. ALWAYS remember to enter the date range of the
month you are working in. For example, if you are reviewing July 2001 USA purchases,
enter the Posting Date (article doc) range of 07/01/01 to 07/31/01. If you want to search
more specifically, you can enter a USA Offset Account (the offset account that would be
used for setting up the receivable entry) specific posting date, cost center, general ledger
account originally entered at time of Purchase Order creation.

o’

After selecting the appropriate criteria, hit “execute”

™ Invoice verification information (USA items)

st Edit Goto  System  Help

A‘i = B B M e 1n (&8 Extended [ [ sBC EIS  Selections

Invoice Verification USA Item Report
Run Date: @9/784/2801

User: Hq_p658h

LIV doc no FO number PO item SH AC Article Description Site Cost ctr G/L acct UsA Offse
5198884125 6800063504 00004 1 5 1818187 RETAIL SPECIAL ODRDER-FITHESS/GYH 8191 484 7oe1008 752008
51908884125 6800003504 000685 81 5 1818187 RETAIL SPECIAL ORDER-FITHESS/GYH 8191 484 Fo1008 7520088

L account number 781888
st center 484

5100868681238 640086068189 606061 (5 - LICENSED PACKS 8218 632 7528008
51006861238 6400006180 00062 (5 STUFFED ANIMALS 8218 632 7528008
5100868681238 6400006180 00063 5 HISC CHARGES az1@ Fa1888 7528008
L account number 7818088

st center 632 [ ]

5198884125 68008083584 #0882 a1 5 1818187 RETAIL SPECIAL ORDER-FITHESS/GYH Faiean 752008
5198884125 68000803584 800803 a1 5 1818187 RETAIL SPECIAL ORDER-FITHESS/GYH 1882 Faiean 7520008

L account number 781088
st center 1882
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It is important to note that on the Purchase Order, the Facility Manager or Procurement staff
should enter the appropriate general ledger expense account for the initial expenditure. Do
NOT enter the USA Offsets account on the Purchase Order (if you do you will receive an
error!). The report shown above will “PROPOSE” the offset account that should be used if
the receivable was set up.

ification information (USA items)
st Edt Goto System Help

@ | 'GG?&}B[H}?%}‘Dﬁ@?l@
A2 EH D S MM s 08 [BSedended (27 [ E#BC EIS  Selections

Invoice Uerification USA Item Report
Run Date: 89/84/2881 Pa
User: Hg_p658h

CoCd Year LIV doc no PO number PO item SH AC Article Description Site Cost ctr G/L acct UsSA Offset Amount

1353 2661 519[964500 4600000103 00001 o1 s GYM TOWELS 1168 1555 752000 [:] 12,995.00
Total for G/L actount number 752008 12,995.80
Total for cost center 1555 12,995.80

1353 2661 5190004463 4500002810 00004 o1 s PLASTIC BUCKETS 1120 1932 701000, 752000 £99.00
Total for G/L account number 7081000 599.00
Total for cost center 1932 599.00

Total for fiscal year 2881 13,594.88

Total for company code 1353 / 13,594.08

As you can see from the above example, an error was made by the individual creating the
Purchase Order (they used the USA Offset General Account number). As a result, the
system CANNOT propose the USA Offset account because the error was made. This error
should be resolved as soon as possible. To resolve the error, the goods receipt should be
reversed (see Section 2 Goods Receipt — Transaction Code MBO1 Movement Type 102).
The Purchase Order should be corrected (entering a GOOD general ledger account number),
then the goods receipt should be redone as well!

V4
/NOTE: AGAIN, remember, this report will ONLY propose you the entries
for USA Offset for those items that were entered on a Purchase Order. If an
item was procured on the NAF Credit Card, or through Petty Cash or other
Direct Invoice payment method, this report will NOT include that information.
You must either enter the offset entries at time of Direct Invoice, or you can
prepare a GJV after reviewing all the items that you want to “USA” that were
paid through the Direct Invoice process. PLEASE REFER TO THE ACCOUNTS
PAYABLE CHAPTER OF YOUR USER HANDBOOK FOR FURTHER GUIDANCE
ON DIRECT INVOICE PROCESSES

ZEntering the Receivable.

Invoice Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT ENTRY > INVOICE

Transaction Code: F-22
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Instead of debiting and crediting the 136000 account directly, we will now be debiting and
crediting the USA customer account (note that the actual customer used for USA
reimbursement differs by Region). This customer has been specially created and is the only
customer whose reconciliation account is set to136000. The customer for each region is
easily identified because it has word “(USA)” at the end of its name. This was done in case
the same organization that reimburses your USA is also a regular customer. The customer
that is marked “(USA)” should only be used for USA reimbursement.

The new entry would look similar to the following example on the next page:
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™ Document Overview _18 x|
Document Edit Goto  Settings Extras  Enwironment  Spstem  Help h Lo
& || IWceecHBaonn @R @

(A2 P HNAT DB DR Fthoe Bsove T HGE 0 HTorcao

Doc.type : DR { Customer invoice ) Normal document

Doc . number 2300000002 [:nmpa_my code 1353 We are debiting the customer
Doc. date 18/61/720881 Posting date 168/11/72001 .
Ref . doc. AR APESUP account for USA by using
Doc .currency  USD posting key 01
|
Itm PK|S [Account count ext Cost ctr Amount |Text
1(61 108618 DEFAS {USA) 122 ,188.63
2|58 7510088 USA APF LABOR COST 1548 2,0862_808- |USA AFF LABOR COST
358 751088 USA APF LABOR COST 1548 12,259.88- |USA APF LABOR COST
458 7530088 USA APF CONTRACTUAL 1587 15,822 _88- |USA APF LABOR COST
5|58 750088 USA APF MINOR PROP 1841 5,892.88- |USA APF MINOR PROP
6 (58 7570088 USA APF COMHMUMICAT 1779 18,957.808- |USA APF COMMUNICATIOHS
7|58 758000 USA APF TRAVEL&PD 1941 9,936.868- |USA APF TRAVEL &PER DIEM
8|58 7550088 UsSA APF OTHER OPS 1736 18,859.088- |USA APF OTHER OPS
958 Fsoa0a UsA APF TRAHSPORT 1587 8,952 _28-|USA APF TRANSPORTAIOHN
18|58 756088 USA APF DUTSOURCIHG 1841 9,988.88- |USA APF OUTSOURCING
11|58 752000 UshA APF SUPPLIES 1548 15,0658 . 00—
12 |58 7sua88 USA APF MAINTENANCE 1588 8,969.08-
13 |58 7550088 USA APF OTHER OPS 1559 2,0658.08-
14|58 757088 USA APF COMMUMICAT 1842 1,456.35- e

4 | of

[BA1 (11 (500) ™ [mwwrsapl [INS [ 13:45

PAYMENTS: When receiving the reimbursement of the USA claim (which is a payment
receipt), we have to credit the customer account using the posting key 15 instead of posting
directly to 136000. This process is the same as receiving any kind of customer payment.

Stop: This concludes the procedures for USA postings

4
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@ Searching for Documents

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT > DISPLAY

Transaction Code: FB03

Enter Document number, Company Code and Fiscal year in the following screen.

™ pisplay Document; Initial Screen

Document  Edit Goko  Miew  Swsbem  Help

& Reoe DRk anaaBE @

‘ Lizt |4 Firstitern g Editing options

rKeps lur%inancial Accounting

Document number IB ABeARSG32

Company code |1 B34

Fizcal year |2 am

If you do not know the document number, double click on the list icon.

Select criteria from the ‘General selections’ section of the opening screen.

™ Document List

Program Edit Goto System  Help

(& | SBece@CHE anan AR @
|Ble =
Company code 16834 to =]
Document number ta =
Fizcal year to o
General selections
Diocument type l_ ] I_ =3
Fosting date [03/03/2001 3| o =
Entry date to =
Reference number ta =
Reference procedure to =]
Reference key to o
Logical spstem to =
Also display noted items
[" Dizplay noted items
Search for own do ks
[ Own documents anly
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Click on the Execute icon a4

A listing of the documents is produced based on the selection criteria established for this
report.

= Document List

List Edit Goto System Help

|@ll SR e@e DHE DL IR @

EN

Document List

CoCd Doc. no. Year DT Doc.date Post.dte Curr. Reference no.

1634 2300008603 20081 DR 83/03/81 03/83/81 USD 12345
1834 2600808153 2881 DZ2 83/83/781 83783781 UsSD

You may double click on a line item to view the original document.
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@ Deleting Parked documents

If a receivable invoice or credit memo has been parked and subsequently determined to be
deleted vice posted follow this transaction.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT - PARKED DOCUMENTS - POST / DELETE

Transaction Code: FBVO

NOTE: Only parked documents can be deleted.

Post Parked Documents: Initial Screen:

= Post Parked Document: Initial Screen
Document  Goto Systermn Help

@] T HCcoe | 2HE A

r

Company code |1 234 ﬂ
Document nurmber I
Fizcal year |2 am

Enter the following data:

Company Code: Appropriate company code
Document Number: Parked Document Number
Fiscal year: Appropriate Year

Press Enter or click on the green check mark icon.
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Menu path:  DOCUMENT - DELETE DOCUMENT
A warning message will appear. Click on the Yes Button.
Message appears at the bottom of the screen.

“Parked document nnnnnnnnnn XXXX YYYY deleted’”’ nnnnnnnnnn = document number
XXXX =company code YYYY = year
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@ Reversing Documents

This transaction is used when an error is found to have been made in posting a document.
For example, the incorrect customer account has been selected or the incorrect posting date
was entered.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT > REVERSE > INDIVIDUAL REVERSAL

Transaction Code: FB08

/
: NOTE: Only open posted documents can be reversed.

Reverse Document: Header Data
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®= Reverse Document: Header Data

Document  Edit Goto System Help
||| Soece DMk anan AR @

“ & Dizplay befare reverzal Find dncum&ts

Document no. II

Company code 1834
Fizcal year 2801

-Aeverze posting details

R everzal reazon

o1
Posting date I
I_

Poszting perod

-Check management zpecifications

-

Yoid reason code

Enter the following data:
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Document Number: Enter the document to be reversed

Company Code: Enter company code

Fiscal Year: Enter fiscal year

Reversal Reason: XX, use drop down arrow to select

Posting date: This field defaults to current date. Change
the posting date if the document should be
posted in a different fiscal period

Posting Period: Enter Posting period

[ ]
Click on the SAVE Button — .

4
/ NOTE: It might be best to verify the document and check the line items before

. . Mhzplay before reserzal .
reversing. Click on Button £ , click on Arrow Back Button E and

then click on the SAVE Button_— .

Message appears at the bottom of the screen. “Document nnnnnnnnnnnn was posted in
Company Code XXXX.”

1 -101 Version 3 — March 2001




Retail (MM)

@ Viewing Customer Line Items

Menu Path: ACCOUNTING>FINANCIAL ACCOUNTING>ACCOUNTS
RECEIVABLE>ACCOUNT>DISPLAY/CHANGE LINE ITEMS

Transaction Code: FBLS5

= Customer Line Item Display

Program Edit Goto Systern  Help
@ < CTIHCcee@ Mk anaa PR @

SloEEH
Customer account l—ﬂ to I—A &
Company code 1834 o I_ EI
Selection using search help
Search help ID I_I
Search string I
Complex search help _':DI
Line item selecti
Status
@ Open itemns
Open at key date Im
O Clearsd items
Clearing date — o I— _'::>I
Open at key date —
O Allitems
Posting date I— to I— _'::)I

Enter the following data:

Customer Account Enter customer account

Company code Enter company code

Ensure line item selections open, cleared and special G/L transactions are selected.

o

Click on the execute button.

The following screen appears and you can double click on the items to view.
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= Cusztomer Line Item Display ==

i -103

B open S Parked @ Cleared
Due date: Overdue £y Due B Mot due
Run Date: 8871772881 11:31:26
User: HQ_P657F11 |%
Open Items Key Date: @88/17/28081
cez80

1751 HMOSSY CYPRESS LAHE
JACKSOHUILLE FL 32223
- St|CoCd Assignment ~ |Doc.no.  |Type Doc. date (Pstg date |PK|S DD Net due dt| Amt
[ @ | 1034 [HACDONALD STEPHEN (1300004485 SD 83/15/2008| 83/15/2008 |19 (R 83/15/2088
r @ | 1034 [MACDOHALD STEPHEN (2388808136 DR 83/86/2000| 83/15/2008| 69 (R 83/786/20080

* @ 1834

*#* Account SA288
Run Date: 8871772881 11:31:26
User: H]_P&aS57F11
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z Account Statements

Customer invoices are documents that detail individual amounts owed by the customer. For
example, the customer fails to pay his/her child care fees and should receive an invoice. The
day after a private party at the MWR Club, the customer should receive an invoice for any
amount not yet paid. This being said, invoices should be run/prepared daily or weekly at a
minimum.

Account Statements are weekly or monthly statements that may be printed for mailing to
customers with outstanding receivable balances. This method should be used for printing
account statements for individual customers (one customer at a time.) See the next section
for bulk printing of account statements.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > ACCOUNT > CORRESPONDENCE > REQUEST

Transaction Code: FB12

The first screen that appears is Request Correspondence.

™ Request Comespondence

=R GIE R T T =l

Company Code: Enter company code

@

Press the Enter key or click the green checkmark icon to continue.
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The following screen appears.

™ Correspondence selectio X|

Corr. |(Type of correspondence

EAPB6 |Customer Account Statement

ZAPBY |Customer Inuoice

Z2APB8 [Customer Account Open Item List

ZAPGR |Customer Account Stmt (excl Ret. Checks)
ZAP7R [Customer Invoice {excl Ret. Checks)

v | || &l ¢

Select ZAP06 Customer Account Statement

Press the Enter key or click the green checkmark icon

Next Screen:

- ® petail Specifications for Eurrespund:

&

to continue.

X

Cusztamer Account Statement

Company code

|1ﬂ3h

Custamer |33 [121|
Yendor I
|Pastings from [97/01/2001
IF':::stings to Iﬂ?!31 fF2am
Continue | Cancel |

Enter the following data:

Company Code:

defaults

Customer:

customer number

Postings from:

first day of current statement period

Postings to:

last day of current statement period

Click on the Continue Button M‘.
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Back out into the main menu and go to the next menu path below:

Next, select:

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > ACCOUNT > CORRESPONDENCE > MAINTAIN

Transaction code F.64

User: User who created the initial request will default.

Click the Execute icon

A report will appear listing all statements that have been requested.

Version 3 — March 2001

Program Edit Goto System  Help

* Maintain Correspondence Requests

G| ~lOl¢ceae DMK anaa @F| @

|H'|_|
=

=

z

=

2

%

9

.

q
|{>|{>|{>|{>|{>|{>|{>|{>|{>|{>|{>

Further selecti

¥ Ertiies without print date
[ Ertiies with print date
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™ Maintain Correspondence Requests
List Edit Goto  Syskem  Help

|G|l W eceeCHR LD DR @
BZREBEES

QA1 - Client 188 Correspondence Date OB/708/7Z2001
Millington E@ HMaintain Page 1
Corr. CoCd Acct/doc. User Date Time Print date

Sort Corr. CoCd AcTyp Acct Doc.no. Fis_Y¥r Date Time Print

Correspondence ZAPB6 Company code 1034 Customer Account Statement

ZAPBG 1834 33821 Cust HO_P657F11 g8/s01/81 16:15:46

Postings from 87/81/2881 Postings to a7/3a/2001
ZAPBG 1834 33821 Cust HO_P657F11 g8/s06/81 11:87:56

Postings from as8/81/2881 Postings to a8/a6/2001
ZAPBG 1834 33821 Cust HO_P657F11 g8/08/91 0B 19:58

Postings from a87/81/2881 Postings to a7/31/20Mm

Double click on the report you wish to print. (The line that begins with ZAP06)

This will generate the account statement. (You will visually see the account statement you
wish to print out.)

Click the Print Button.

The following page shows an example of an account statement.
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Pleaze remit payment to: ACCO u nt
MORALE, WELFARE AND RECREATIORN

MAS JACKSONVILLE Statement
BOX 14 BLDG 584

BNAS, ATTH: NAF ACCTG Statement Date: 08/082/2001
JACKSONVILLE FL 32212 Customer Mumber: 33021 71034

Faint of Contact:

Account Statement Period:

JOHMSON, MIKE
107 MAIN STREET
MEMPHIS TN 381183

(904) 542-29431544

07r01/2001
ta
0713152001

Page: 1 of 1
THANK YOU FOR YOUR BUSINESS?
CURRENT OWERDUE 1-30 OVERDUE 31-60| OWERDUE 61-90( OVERDUE 81+ [ ACCT BALAMCE
0.o0 250.00 0.00 0.00 0.00 250.00
Document Number Transaction Document Amount
Item Description Description Date
Balance carried forward at 07/01/2001 0.00
2000000006 Returned check ovi3nszood 250.00
Balance of account at 07/31/2001 250.00

Plearse dztach the form below and forward with your paymant

Payment Remittance Form

Amount due: $ 250.00 Amount enclosed: 5

Account name: JOHMSOMN, MIKE Customer number: 33021 11034

Your payment and this form can be mailed or delivered to yourlocal MWR or ¥Q Busines
above address.

5 Office at the

Fayments on returned checks must be made in cash, money orderor certified check, Please do not send

cash by mail.
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@ Bulk Printing of Account Statements

Bulk printing will run a series of account statements in one batch vs for an individual

customer.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > PRINT CORRESPONDENCE >
PERIODIC ACCOUNT STATEMENTS

Transaction Code: F.27

Initial Screen :

™ periodic Account Statements

Program Edit Goto  Systern Help

& |l BceeCuk anaa@E @
plora@
General selections
Company code 28680 to I o#
Account wpe IE ko I_ =
Account 1 to |9999999999 5
Indicatar in master record E
Key dates for acct statement azsm /201 |l32f28f2 ae1
Accounting clerks I_ ko I_ ':Dl
Output control
Comespondence IZHP1 3
[T Individual request
Program control
Delete if finished since I_S
Print control
Log to printer I[qq_45?_'| _compy ﬂ

Enter the following data :

Company Code: Enter appropriate company code
Account type: D
Account: Customer account number(s) (or 1- 99999 for

all accounts)

Indicator in master record:

1-for weekly statements, 2-for monthly
account statements or Q-for quarterly
statements

Key dates for acct statement:

Dates to include transactions on the account
statement. This should be a range of dates
such as 1 July through 31 July since you are
printing Account Statements
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Correspondence - ZAP06

Log to Printer - Your default SAP printer id.

Click the Execute Button & ;

Next Screen:

x|

o {98 perodic account statements were requestad:

v|@

@

Press the Enter key or click the green checkmark icon to continue.

Next Screen:

™ Correspondence requests X|

98 corespondence
requests were

zelected

@ whould pou like to izsue the

request’y

Click the Yes pushbutton.

This screen indicates the statements that we have requested to print. Statements will print out
automatically.

An example of the Account Sample follows on the next page.
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Pleaz e remit pavment to: Account
MORALE, WELFARE ANMND RECREATION

MNAS JACKSOMNYVILLE Statement
BOX 14 BLDG 584

NAS, ATTH: MAF ACCTG Statement Date: 080872001
JACKEONVILLE FL 32212 Customer Mumber: 33021 71034

Paoint of Contact: (904) 542-2043744

Account Statement Period: O07§01/2001
ta

JOHMSON, MIKE 0713142001

107 MAIN STREET

MEMPHIS TN 381183 Page: 1 of 1

THANK YOQU FOR YOUR BUSINES S!

CURRENT COWERDUE 1-30 OWERDUE 31-60| OWERDUE B1-90| OWERDUE 91+ | ACCT BALAMCE
on.oo 250.00 0.00 0.00 o.00 250.00
Document Number Transaction Document Amount
Item Description Description Date
Balance carried forward at 07/01/2001 0.00
20000000086 Returned check ayr30r2o01 250.00
Balance of account at 07/31/2001 250.00

Please detach the form below and forward with jour payment

Payment Remittance Form

Amount due: 250,00 Amount enclosed: 5

Account name:  JOHMSOMN, MIKE Customer numhber: 33021 71034

Your pavment and this form can be mailed or delivered to yvourlocal MWRE or %@ Business QOffice at the
above address.

Fayments on returned checks must be made in cash, money arderor certified check, Please do not send
cash by mail.
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z Reports

General instructions:

The following menu path will bring you to the report tree where you may select the reports
you need.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > INFORMATION SYSTEM ->>
REPORT SELECTION> 2> MWR ACCOUNTS RECEIVABLE

—&

(click on to open folders)

Select the report you wish to run. Some of the most common reports are: Write- Off Report,
Display Changes to Customers, Customer Aging Report, Customer Returned Check Aging
Report, Customer Outstanding Returned Check Listing, Customer Open Line Items, and
Customer Account Balances.

= Application Tree Report Selection Customers

Modes Edit Goto Utilities Settings System  Help
& | SN caeCHE D000 PR
“ @Eﬁ Set focus

—E HWR Accounts Receivable Report

= Haster Data

3= Customer List
Flexible Customer List
Display Changes to Customers

= Other Analysis

Open Items - Customer Due Date Forecast

Customer Open Item Analysis (Overdue Items Balance)
Customer Aging Report

Customer Returned Check Aging Report

Classic Customer Due Date Aging List

— @ Customer Outstanding Returned Checks Listing

— = Account Balances & Line Items

G Customer Open Items Report (with customer address details)
Customer Line Items Report

Customer Cleared Items Report

= Customer Account Balances

Customer Account Balances

There will be several fields in which to ask for information (e.g., for which customer(s) to
run the report, for which company codes, etc). Select the fields on which you would like to
base your report.

Click on the Execute Button S
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@ CUSTOMER AGING REPORT

In order to ensure customer invoices are being paid on a timely basis, written off after 180
days and not aging excessively, a report can be executed to identify any customer invoice
that is “overdue.” Use the following menu path to execute this report:

Menu Path: ACCOUNTING>FINANCIAL ACCOUNTING>ACCOUNTS
RECEIVABLE> PERIODIC PROCESSING> INFORMATION SYSTEM>REPORT
SELECTION

Initial Screen:

= ppplication Tree Report Selection Customers

MWodes Edit Gobo  Ukilties  Settings  Swstem  Help
&l mecee LN onon BE|@
|® el

BHCCOUNTS RECEIVABLE REFPORTS

= HMWR Accounts Receivable Report
B SAP Accounts Receivable Report

—&
Within the Report tree, select: Click on the file icon beside each selection.
Then select this pathway within the report tree:

MWR ACCOUNTS RECEIVABLE REPORTS>OTHER ANALY SIS>CUSTOMER
AGING REPORT.
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Customer Aging Report Screen

Program Edit Goto  Syskem  Help

& Cojlece DR bnon AR @

&R

Customer selection

Cuztomer account

Company code

Open items at key date

Line item selection——————————

iﬂﬂf28!2l]ﬂ1

rReport selections ———
|

Due date analpziz

|
Analyziz of line ite :
|
1

r Output type

|

, ! graphical report-output
" Classic drilldown report

: (® Ohbiject list [more than one lead column)
|

Enter the following data:

Customer:

Leave the “customer” field blank as you will
want to have the system check ALL
customers for items needing to be written off.
*If aging data is needed on a specific
customer the customer number or range of
customer numbers can be put entered.
However, only those customer numbers
entered will be displayed in the report.

Company Code

Enter appropriate company code

Open Items at Key Date:

Should be set at the date you wish to view
“overdue items” . The system will default in
the current date but remember to change the
date if you want a specific period ending date
or effective date.

Due Date Analysis:

Should have a default value of “1”

Output Type

Ensure “object list (more than one lead
column) is checked

Now click on the “execute” button

Version 3 — March 2001

i -114




Accounts Receivable

In order to properly view this report, you must select the Display Variant “AIMS 01-
AIMS Customer Aging”

Review this report carefully.

This report does NOT have drill down capability. Instead, create another session and using
Customer Line Item Display, and review each overdue item. (Note: Credit memos, credits
on customer accounts and payments are reflected with a “negative” number- a credit entry)

It will become increasingly important for field activities to monitor their Accounts
Receivable balances and Aging very carefully. The report as listed above supplements the
standard aging report by allowing a report that narrows down the overdue accounts to a
specific period (number of days overdue.)

Please remember to run this process FREQUENTLY- at least once a month. Ensure
items are written off promptly (in accordance to policy) with the Commanding Officer’s
approval.

= ALY- ZSAPDUEAN-01 Customer Aging Report

D% THEZ| B Bec | O

ZSAPDUEAN-01  Customer Aging Report

Data from 0841772001

CoCode 1034 bw/R HNAS JACKSOMVILLE
Ols key dt 08172001 Friday

Account type Customers

STUBBS. HAROLD D.

£11.05

0.00

0.00

CATALINE, SHARON K.

0.00

2.00

0.00

CHAMPAGNE, APRIL

0.00

70.00

0.00

RAVENSCROFT, MARI JA

113.00

0.00

0.00

JAMES, ANITA

£5.00

0.00

0.00

HOLLEY. CHARLES

13.70

0.00

0.00

CALES, PAMELA

250.00

0.00

0.00

MOSS, MaRLa Y

1.679.78

0.00

0.00

RAINWATER, WILLIAM J

11.00

0.00

0.00

MOREHEAD, JOANN

169.90

0.00

0.00

PEACOCK-DUSOMN, KELLY

86.00

0.00

0.00

POS ANONYMOUS CUSTOM

2.647.15-

707.35

1.935.80

POS DEFAULT FOR INWA,

1.00-

231.00

4E5.00-

12.048.94

8.270.77

20.996.85

printer HO - ar Room
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@ WRITE OFF REPORT

In order to ensure customer invoices are being written off after 180 days and not aging
excessively, a report can be executed to identify any customer invoice that is “overdue” and
needs to be written off. Use the following menu path to execute this report:

Menu Path: ACCOUNTING>FINANCIAL ACCOUNTING>ACCOUNTS
RECEIVABLE> PERIODIC PROCESSING> INFORMATION SYSTEM>REPORT
SELECTION

Initial Screen:

= ppplication Tree Report Selection Customers
MWodes Edit Gobo  Ukilties  Settings  Swstem  Help

&l mecee LN onon BE|@

"@ et focus

BHCCOUNTS RECEIVABLE REFPORTS

= HMWR Accounts Receivable Report
B SAP Accounts Receivable Report

Within the Report tree, select: Click on the file icon beside each selection.
Then select this pathway within the report tree:

MWR ACCOUNTS RECEIVABLE REPORTS>0OTHER
ANALYSIS>CUSTOMER WRITE OFF REPORT

Version 3 — March 2001 1 -116



Accounts Receivable

Customer Write-Off Report Screen

™ gelection: Customer Write-off Report

Program Edit Goko System  Help

=12 x|

lel |

B CeEae 2HE anan R @

(e 30

Customer zelection

Customer account

Company code

o]

Line item zelection

[on, 6872001 &

Open items at key date

Report selections

IT
Aol

Due date analysis

Dayps for net due dat

Analyzis of line ite

Dutput type
) graphical report-output
() Classic drilldown report

(® Object list [mare than one lead column]

Enter the following data:

Customer: Leave the “customer” field blank as you will
want to have the system check ALL
customers for items needing to be written off.

Company Code Enter appropriate company code

Open Items at Key Date: Should be set at the date you wish to view
“overdue items” . The system will default in
the current date but remember to change the
date if you want a specific period ending date
or effective date.

Due Date Analysis: Should have a default value of “1”

Days for Net Due Date Enter the number of days for which customer

invoices are overdue

In this report, you are primarily trying to
identify those customers’ invoices that need
to be written off. Enter 181 days (or more)

&

Now click on the “execute” button
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In order to properly view this report, you must select the Display Variant “AIMS 03-
AIMS Standard FIS Overdue Analysis.”

Review this report carefully.

This report does NOT have drill down capability. Instead, create another session and using
Customer Line Item Display, and review each overdue item. (Note: Credit memos, credits
on customer accounts and payments are reflected with a “negative” number- a credit entry)

Please remember to run this process FREQUENTELY- at least once a month. Ensure items
are written off promptly (in accordance to policy) with the Commanding Officer’s approval.

Customer Accounts Receivable Write-off Report Using Variable
Days

It will become increasingly important for field activities to monitor their Accounts
Receivable balances and Aging very carefully. The report as listed above supplements the
standard aging report by allowing a report that narrows down the overdue accounts to a
specific period (number of days overdue.) You may enter any specific number of days.

The menu path to arrive at this screen is:

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > INFORMATION SYSTEM >
REPORT SELECTION

Transaction: F.99
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Application Tree Report Selection Customers

Modes Edit Goto Utliies Settings  Spstem  Help

=

& | W e BHE DDLAD(FAE @

@ Set focus

ACCOUNTS RECEIVABLE REFORTS
= HWR Accounts Receivable Report

G Master Data
= O0ther Analysis

Customer Aging Report

Customer Returned Check Aging Report
Classic Customer Due Date Aging List

—E Customer Outstanding Returned Checks Listing
Custfimer Write-off Report

—E Account Balances & Line Items

—E SAP Accounts Receivable Report

Double-click on the Report Selection node to see the above screen.

The report that we are interested in is the Customer Write-off Report as listed under the
Report tree ACCOUNTS RECEIVABLE REPORTS > MWR Accounts Receivable Report >
Other Analysis > Customer Write-off Report.

The following Criteria Selection window will show:

Enter your company code. For this example, we are using NAS Jacksonville 1034.
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™ Selection: Customer Write-off Report

Program  Edit Goto  System  Help

& DB eceCHE anaa IR @
X3

Customer selection

Custarner account I A to I A
Company code |1 a3y to I

Selection uzing zearch help

|55

Search help 1D

Search shing

|i_:|

Complex search help

Line item zelection

Open items at key date |1 8/38/20008

Report zelections

Due date analysis Analysiz of line ite

0
Daps for net due dat |21 a v/ \
We are entering

Dutput type 210 days to
! graphical report-output receive a l'epOI't
' Classic drildown report showing this inny

® iObject list [more than ore lzad columnl;

This report selection screen, while being closely related to the regular aging analysis, now
allows a user to insert any number of days in the field “Days for net due dat” as shown
above.

WP

You may now execute this report.
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= ALY: ZSAPDUEAN-05 Customer Write-off Report

List Edit Goto Settings Swystem  Help
||l IR ee CHE ananBRE @
‘ §| ? ‘ a ? | |E| &Ehuuse ESave | % | ﬁ | E E.&BE | F'rintpreview
ZS5APDUEAN-05  Customer Whrite-off Report
Data from 103042000
CoCode 1034 MWHE MNAS JACKSOMNYILLE
Ols key dt 10/30/2000 Monday
Account type Customers
ColCode |Customer Custarner At Due 210 +
|1 034 30110 BROWHN, MARE. £99.70
1034 |50019 MaRINA SLIPS AND BUO 1.414.50
1034 |500Z0 MaRINA DRY STORAGE 405.00
1034|5002 RET. GOODS GOLF 1.543.68
1034 |50022 PLAQLIES wWOOD HOBEY 3.432.05
1034 |50024 RET. GOODS FITMESS 589.95
1034 |50025 RET. GOODS YET CLINI 449.93
1034 |50075 CEQ'S 549.80
1034 |ROO73 GREATER JAX TRANSPOR 361420
1034 |50073 AMERICAN EXPRESS 45.00
1034 |50086 FIRST CO&ST GOLFPROD 120.00
1034 |60185 Sv'5CO0 FOOD SERVICES 2,392.40
1034 |50186 MR MaYPORT 1.530.00
1034|5026 DEXTER SHOE 2,338.13
1034 |B0272 JOHNSON, MAMLUEL L. 45.80
19.473.94

By reviewing this report, showing the accounts that are overdue by the number of days
entered, you may now make a decision to write these account balances off or to exercise
further collection efforts.

A key part of all of these new reports is to look at them using the correct display variant. The
following list outlines the correct variant for the report.

Customer aging

Customer returned checks aging
Customer write-offs

Customer account balances
Vendor account balances

Vendor payments overdue analysis

/AIMSO01
/AIMSO01
/AIMS03
/AIMS02
/AIMS02
/AIMS03

At the present time, the choosing of the correct display variant must be done manually.
Defaulting the proper variant is an option for the future but is not a reality at the present time.
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z RETURNED CHECKS REPORT
Customer Outstanding Returned Checks Listing

A review of all outstanding returned checks in your region is important to maintain proper
control over the growing problem of bad checks.

The menu path to arrive at this screen is:

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > INFORMATION SYSTEM >
REPORT SELECTION>MWR ACCOUNTS RECEIVABLE REPORT

Modes Edit Goto  Utilities  Settings  System  Help

IJ © B B @ setfoous

ACCOUNTS RECEIUABLE REPORTS

= HWR Accounts Receivable Report
3= Haster Data

= Customer List

MWR Detailed Customer List

Flexible Customer List
Display Changes to Customers

—E 0ther Analysis

Customer Aging Report

Customer Returned Check Aging Report
Classic Customer Due Date Aging List

= Customer Outstanding Returned Checks Listing

Jacksonuille Region Ret Chks

Seattle Region Ret Chks
Seattle Region Ret Chks
Seattle Region Ret Chks

Continue the Menu Path of:

OTHER ANALYSIS > Click on your region
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™ Customer Outstanding Returned Checks Listing

Program Edit Goto Swskem Help

S @ PR

Clzaring date

Fosting key
Companhy code
Cusgtarner fumber

| Special GAL indicator
SN [l adin)

™ Mo further processing

5 P[Dglam BRIBCHIDIEE e e s e e e e e e s ot o e e Ak el

E' Further plDCESSing Dptil]ns L e T T TR B S T S T i e e R S R Tt D o i

! [in] ;.......__._........ (=
m to i...........“............‘ (=43
[o9 o ==
. . =

i ta i....._....___.._.... “:-{; |
R ] ==
i o ! E

1

i

) Interactive list I I

Enter the following data:

Document Date:

Should be set at the date you wish to view
returned checks. The system will default in
the current date but remember to change the
date if you want a specific period ending date
or effective date.

Company Code

Enter appropriate company code

Customer:

Leave the “customer” field blank as you will
want to have the system check ALL
customers for returned checks..

*If data is needed on a specific customer the
customer number or range of customer
numbers can be put entered. However, only
those customer numbers entered will be
displayed in the report.

SSN(XXX-XX-XXXX)

Leave Blank

Click on the “execute” button

o
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™ Customer Outstanding Returned Checks Li

Humber Customer Hame Doc Date

Check Date/Mo.

Company Code 1819
62189 FORD {LUHERS), ANTONIA 151-66-7448 868101/104 a6/08/2001
Total for Customer 62189

Humber of Returned Checks for Customer 62189
1

32614 ANTUNES, ERIC H B49-84-1559 83122001/116 a3/s2a/20m
Total for Customer 32614

Humber of Returned Checks for Customer 32614
1

32690 ATKINSON, PAUL R 1088-68-0898 ay112001/109 ay/24/20M
Total for Customer 32690

Humber of Returned Checks for Customer 32698
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ECustomer Returned Check Aging Report

In order to ensure customer invoices are being paid on a timely basis, written off after 180
days and not aging excessively, a report can be executed to identify any customer invoice
that is “overdue.” Use the following menu path to execute this report:

Menu Path: ACCOUNTING>FINANCIAL ACCOUNTING>ACCOUNTS
RECEIVABLE> PERIODIC PROCESSING> INFORMATION SYSTEM>REPORT
SELECTION

Initial Screen:

= ppplication Tree Report Selection Customers
MWodes Edit Gobo  Ukilties  Settings  Swstem  Help

&l mecee LN onon BE|@
|oE®ME s @R

BHCCOUNTS RECEIVABLE REFPORTS

= HMWR Accounts Receivable Report
B SAP Accounts Receivable Report

Within the Report tree, select: Click on the file icon beside each selection.
Then select this pathway within the report tree:

MWR ACCOUNTS RECEIVABLE REPORTS > OTHER ANALYSIS >
CUSTOMER RETURNED CHECK AGING REPORT
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Customer Aging Report Screen

Program Edit Goto Syskem  Help

& ]

AJgece DHE anOD BE @

S &R

Cusztomer selection

Cuzgtomer account

Company code

Open items at key date

Line item selection——————————

;BBIZB:@ a1

r Beport selections ———
|

Due date analyziz

1‘1'

|
Analyziz of ling ite :
|
1

r Output type

|

, ' graphical report-output
" Clazsic drilldown report

: (& Obiject lizt [more than one lead column)
|

Enter the following data:

Customer:

Leave the “customer” field blank as you will
want to have the system check ALL
customers for items needing to be written off.
*If aging data is needed on a specific
customer the customer number or range of
customer numbers can be put entered.
However, only those customer numbers
entered will be displayed in the report.

Company Code

Enter appropriate company code

Open Items at Key Date:

Should be set at the date you wish to view
“overdue items” . The system will default in
the current date but remember to change the
date if you want a specific period ending date
or effective date.

Due Date Analysis:

Should have a default value of <“1”

Output Type

Ensure “object list (more than one lead
column) is checked

Click on the “execute” button
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= ALY: ZSAPDUEAN-02 Customer Returned Check Aging Repor

HEg anaas HEA @

ZSAPDUEAN-02  Customer Returned Check Aging Repart %
Data from 0842742001

CoCode 1363 MwWR MID-ATLANTIC REG

Ols key dt 084272000 Monday

Account type Customers

Special GAL ind DR CustDep

1353 33025 SAMPLE, JACK 1.083.50 0.00 0.00 0.00
1353 33027 ExAMPLE, ROCIO 88.50 0.00 0.00 0.00
n 1.177.00 000 0.00 - 0.00 -
BAT 11 (100) ¥ | mersapd [INS

Review this report carefully.

This report does NOT have drill down capability. Instead, create another session and using
Customer Line Item Display, and review each overdue item. (Note: Credit memos, credits
on customer accounts and payments are reflected with a “negative” number- a credit entry)

It will become increasingly important for field activities to monitor their Accounts
Receivable balances and Aging very carefully.

Please remember to run this process FREQUENTELY- at least once a month. Ensure

items are written off promptly (in accordance to policy) with the Commanding Officer’s
approval.
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z CUSTOMER BALANCES
To review all customer open item (balances) use the following menu path:

Menu Path: ACCOUNTING>FINANCIAL ACCOUNTING>ACCOUNTS
RECEIVABLE> PERIODIC PROCESSING> INFORMATION SYSTEM>REPORT
SELECTION

= application Tree Report Selection Customers

ol

II@ == Set focus

I}

ACCOUNTS RECEIVABLE REPORTS
= HWR Accounts Receivable Report

HE Haster Data
E 0Other Analysis
= fAccount Balances & Line Items

T Customer Open Items Report (with customer address details)
Customer Line Items Report

Customer Cleared Items Report

& Customer Account Balances

Customer Account Balances

— @ SAP Accounts Receivable Report

Within the Report tree, select: Click on the file icon beside each selection.
Then select this pathway within the report tree:

MWR ACCOUNTS RECEIVABLE REPORTS>ACCOUNT BALANCES &
LINE ITEMS>CUSTOMER ACCOUNT BALANCE

Version 3 — March 2001 1l -128



Accounts Receivable

M celection: Transaction Figures: Account Balance

Irogram  Edit Goto Swskem Help

ol J@jece cnkjunnn|On|o

CUSEOMIET SEIEDIDR - e e e s e e et e L

Custamer account I £ to i <

Company code ]1 353| *| to

B Epﬂ[ting pEliDd P e N et S A P T R Tt L e B e Y A

Fizcal year I ta

| Dl.ltpl.lt t_','pE St Lt Sl T e Rt b T T et T e e T R e T R R T A TR e T T TtV e s
' graphical report-output
) Classic drilldown repart

® Object list [more than ohe lead column)

Enter the following data:

Customer: Leave the “customer” field blank as you will
want to have the system check ALL
customers for items needing to be written off.

Company Code Enter appropriate company code
Fiscal Year Leave Blank
Output Type Object list (more than one lead column)

®

Now click on the “execute” button

M ALY: 0SAPFD10-01 Transaction Figures: Account Balanc

0SAPFD10-01 Transaction Figures: Account Balance

Data from ogf2as20m

CoCode 1363 MWR MID-ATLANTIC REG

Account type Customers

Special G/Lind D# CustDep
CoCode | Fiscal wr| Cuztomer | Customer Total OI Debit Total Ol Credit Total 01 Balance
1353 2001 | 33025 SAMPLE. JACK 282925 2829.25 0.0a
1383 2001 | 33026 SaMPLE, JEAM 1.217.00 1.128.50 88.50
1353 2001 | 33027 ExAMPLE. ROCIO 177575 1.81575 40.00-

5.822.00 5.773.50 48.50
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In order to properly view this report, you must select the Display Variant “AIMS 01-
AIMS Customer Receivable Balances”

This will display all open item balances for each customer on record.
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@ Manual Clearing of Open Items

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > ACCOUNT > CLEAR

Transaction Code: F-32

™ Clear Customer: Header Data

Document  Edit Goto  Settings  System Help
&l B e@@CHE anaa AA|@

“ Process open items |

Account IP ﬂ:learing date 83/083/20801 Period |6_

Company code |1 834 Currency usD

Open item sel
[ Nomal O Special G/L ind. |

Additional selections

® Mone

() Assighment

) Amount

() Docurment number
() Posting date

() Reference

() Document type

() Business area
() Posting key
() Document date
() Met due date
) Site

Enter customer number and company code.
Enter Special G/L indicator if applicable.

IMPORTANT: Enter R in the Special G/L indicator if you are clearing a returned
check.
Enter D in the Special G/L indicator if you are clearing a Customer
Deposit.
Enter U in the Special G/L indicator if you are clearing Unearned
Income
Enter V in the Special G/L indicator if you are clearing Fleet
Vouchers

Process open items

Click on
Next Screen:

Clear Customer: Process Open Items
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™ Clear Customer: Process open items o =] |
Document  Edit Goto  Settings  Environment  Swstem  Help Q
& N eee LHE D000 (DR @
“ =2 Distrbute diff.  Charge off dif.  g# Ediing options
Standard | Partial prot | Fes.items | withhldg tax | %
Account iterms 33015 Sample, Joe
Fieference Document numb Od Document date | Pa Days USD Grozs Cazh dizcnt | CashD
DAR 81 1000000002 SA B8/06/2001/15 2 108_088-
LLLGE 1300000003 SD B8/ 06/2801 15 2 125 .88-
DAR 81 1300800004 SD B8/ 067200115 2 125 ._88-
DpAR 81 13006060009 SD A8/02/2001 15 2 158.88-
P COHWT 6151300008813 5D|08/87/2001151 LyL . ga-
< |
E QE H H Arnount | £h Gross<xMet | &5 Curency | 1 ltems B ltems | 1 Disc. i
Editing status
Murmber of items |1 7 Amount enterad I Al
Dizplay frarm item |1 Azzigned I a.1
Reagzon code I Difference postings I
Dizplay in clearing curency Mot azzigned I a.1
4| | i

[DVZ (1] (2007 = [ mwrsaph [OVF | 0525
Select (by double-clicking) the items you want to clear. Selected items will appear in blue or
red.

Selected items must equal 0.00 (at bottom right corner of screen)in the field called “Not
Assigned.”

If clearing is possible, save

Items will now be cleared or closed.
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@ Manual Clearing of Open Items when Payment Differs from Open Item
Amount

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > ACCOUNT > CLEAR

Transaction Code: F-32

The Opening screen: Clear Customer: Header Data

™ Clear Customer: Header Data

DHE anaa A @

y 2

(I

(8]
O
a
a
O
ol
a
a
ol
O
ol
a

Use the following table for guidance in filling out this initial screen:

The Field Name The Proper Entry
Account Customer Number
Clearing Date Enter today’s date
Company code The four digit Company code
Special G/L ind. Enter “Special GL indicator if needed”

(Example is a Returned Check partial
payment clearing)
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Process open items

We then click on the Process open items push button.

Once you have the expected open items on the screen, you can proceed to clear them. Make
sure the open items are highlighted (either red or blue). They may appear this way when you
first see the screen, or you may have to select them manually by double-clicking on each
item individually. You will notice that there is an “out of balance” condition when we open
the first screen and to properly clear this transaction, we must adjust the way the system will
clear the selected open items.

™ Clear Customer: Create residual items

To do this follow the steps outlined below:

1. Click on the Residual Items tab, labeled Res. Items.

2. Notice that the two line items are not equal. In our example, the 09 entry is $250.00 and
the 19 entry (partial payment) is $100.00.

3. Click on the column labeled Residual Items for each item.. The 09 line payment amount
must be changed to 150.00 the amount that we have remaining. Note that the “sign”
when changing the Residual Items.
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2
4. At this point we may click the “Document Overview” push-button “% to check the

equality of the transactions. This will show a blank window with no details on it.

Choose the menu path Document > Simulate and the system calculate and create the
necessary residual item amount. In the example, a residual item for $150.00 was created.

Notice the screen below. You will need to correct the marked items (your new residual item:
Double click on the entry that you need to change.

™ Clear Customer: Display Overview

gl GSoeceeluk oo BE@

BANK AMERICA

IMPORTANT: YOU NEED TO MAKE THESE CHANGES SO THAT ALL AGING AND
DUNNING PROCESSES ARE CORRECT.

Returned checks: Reenter the Reference field with the check number, Doc Header Text
with Bank name and Text field with Reason bank returned check IMPORTANT:
Change the DUE ON DATE to the original date of returned check so aging is correct.
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Regular Invoices: Reenter reference and text fields as was entered on original invoice.
Change Bline Date to the date of original invoice and change payment terms to NET
DUE IMMEDIATELY so aging will be correct.

Q
Now click on the “Document Overview” push-button “% to return to the Document

Overview screen.

As you can see from the Display Overview screen the Debits equal the Credits and the

]
document can now be saved by clicking on the Save icon. Of course, the 10-digit
document number should be recorded on the travel claim paperwork.
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@ Resetting Cleared Items

This transaction is used when it is determined that an error has been made after a customer
account has been cleared. If it is determined that you have cleared items incorrectly or
matched items incorrectly, you may need to “reset” the clearing process you just
completed above. In effect, this transaction “breaks” the clearing and results in all the items
for being reset as “open”. At that time, the correction can be made and items manually
cleared again if necessary.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT > RESET CLEARED ITEMS

Transaction Code: FBRA
Only cleared posted documents can be reset and cleared.

Initial Screen:

™ Reset Cleared Tkems & =l
Clearing Edit Goto  Swstem  Help -
-2 FBea@CME anaa PE|@

|

Accounts  ltems  Accompanying corrsp.

Clearing document IPHBBBBBBBS

Company code 1353
Fizcal pear 2801

[0%2 (1] (200) = [mwwrsaps [OVR | 0926

Enter the following data:

Clearing Document: Enter Document number to be cleared
Company Code: Enter Company code
Fiscal Year: Enter Fiscal Year
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To review the items to be reset, click on “Items”

e

If you are sure you want to reset the cleared items, click on the green back arrow button

To review the accounts affected (customer accounts), click on “Accounts”

&

Press the Enter key or click the green checkmark icon to continue.

: .
Click on the SAVE Button to reset clearing

Next Screen:

x|
| Orly resetting I
Az well az resetting cleared
items, it iz alzo pozzible to Fezetting and revers |
reverze the clearing document.
3 Cancel |

Here you have a choice. If you click on the Only Resetting Button, you will reverse the
clearing of the two documents (invoice and payment), and they will fall back to being open
items again. USE the “ONLY RESETTING” button!!!

If you click on the Resetting and Revers Button, you will reverse the clearing of the two
documents (invoice and payment), but you will also reverse the payment document
completely. This transaction should be used with great care, please you understand the
effect this will have if selected.

For this situation we want to Reset.

Click on the Only Resetting button
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z Dunning

Dunning is actually the process by which you “bill”or “invoice” a customer for past due
items. This process results in the production of a DD139 for garnishment of wages. At
MWR, VQ, NFC, and CIVNAFI, dunning will mainly be used to attempt debt retrieval
on bad checks (or bad debts - overdue receivables) for the active duty military, retirees and
reservists. For all other groups of customers, an ad hoc statement of the account (account
statement) will be produced as required.

The procedure followed by MWR, VQ, NFC, and CIVMWR for retrieval of bad checks is as
follows:

e Step 1: Phone call to customer on receipt of bad check — at this stage,
perform posting outlined in paragraph on Returned Checks above

e Step 2: Letter to customer (+10 days)

e Step 3: Letter to CO (+7 days)

o Step 4: Legal letter to customer (— DD139) (+13 days)

e Step5: Issue DD139 (+10 days)

e Step 6: Follow-up on DD139 (dispersing officer)  (+45 days)

e Step?7: Write-off (after 6 months)

REMINDER:

CHANGE CUSTOMER MASTER RECORDS TO INCLUDE CO ADDRESS,
PAYMASTER ADDRESS, DISPERSING OFFICER NAME, ETC BEFORE
PRINTING OUT DUNNING LETTERS FOR LEVELS 2,4, and S SEE PROCEDURE
ON PAGE I11-143

Steps 2-6 above will be handled by dunning levels in SAP.

The levels of dunning for active duty military, retirees and reservists are as follows:

e Level I: Letter to customer (+10 days after
receipt of bad check)

o Level 2: Letter to CO (+7 days)

e Level 3: Legal letter to customer (— DD139) (+13 days)

o Level 4: Issue DD139 (+10 days)

e Level5: Follow-up on DD139 (dispersing officer)  (+45 days)

This process is an external process.

Reminder - In dunning letters, include reference to service charge in text of letter.
Amount posted to Accounting system is only the face value of the returned check.
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/ NOTE: Before starting, the military customer must have the Dunning procedure
2000 filled in on the customer master record, as indicated below. Also, note that if the
Grouping key is entered as 01, then when dunning occurs, each open item that qualifies for
dunning will be processed on a separate dunning notice. If the Grouping key is left blank, all
open items that qualify for dunning will appear as separate line items on one dunning notice.

Initial Screen.:

Curning notices  Bdit Goto  Extras  Ernwironment  Swstern Help

&l SiHcece2ur anaa @@ @

3
qf,* D Irdive. duni. notice ﬁ Diunin. hiztary

Rur an I? ﬂ
|dentification I?

Statug | Parameter | Free zelection | Additional Log |

Statusz

Mo parameters maintained
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DUNNING PROCESS

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > DUNNING

Transaction Code: F150

Dunning notices  Edit Goto  Exiras  Ernwironment  Systern  Help

= SHce@DHY anaaBBR| @

3
[ Indiv.dunnnotice 2 Dunn history

Riurn on I? ﬂ
|dentification I?

Status | Parameter | Free selection I Additional Log |

Status

Mo parameters maintained

Run Date is today’s date (must be manually entered in this field). Identification is
User initials and number, (e.g. RUNO0O1).

/ NOTE: Whenever you schedule a dunning run, the "Run Date" and "Identification"
number must not be the same. You may run several dunning runs on the same date but the
"Identification" name must be different. Alternatively, the "Identification" name may be the
same as long as the "Run Date" is different.

Click on the “Parameters” tab.

/ NOTE: Maintaining Parameters. Parameters are limiting criteria that include the date
of issue, dunning period, company codes and customer account numbers.
Click on the ‘Parameter’ tab.
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The following screen appears:

™ Dunning: Parameters = |5 Iﬂ
Dunning notices  Edit Goto  Extras  Environment  System  Help -
&G | B eaeCHE anaa BR @

“ [ Indiv. durr natice 2 Dunn histary

| »

Run an Iﬂs!ﬂ?i2ﬂﬂ1
|dentific-ation IRUH1 ag

Statuz  Parameter | Free zelection I Additional Log I
Ciunning date |as; ags2am

Docrmint: posted up o I @7 /98720

Company code

Company code 10834 to

Account restrictions

I—
Custan. account || ﬂn I A =1
I A

Yendor account A ta

=

[BAT (1700 ™ [mwrsapl [OWR [ 1410

Enter the following data:

Dunning Date: Today’s date

Documents posted up to: This date defines the period covered in the dunning run.
Company Codes: XXXX

Customers from: 1

Customers to: 99999999999

/ NOTE: The above example will run the dunning program for all customers in that
company code. To run a dunning on a single customer, just enter the customer's account
number in the "Customers from" field. To run a dunning on a select series of customers,
enter the appropriate range of customer numbers.

Click on “Free Selection” tab. Enter the following information in order to dun Returned
Checks customers only.

In the field name, click on the drop down menu

Version 3 — March 2001 1l - 142




Accounts Receivable

™ punning: Free Selections
Dunning notices  Edit Goko Extras  Environment

|ell] Slolece@ LK anaa @R @

System  Help

“ D |Fdiee. dumn. notice ‘E D, higtary

Fiur an IBB!B?!EBB1
| dentificatian IHI.IH1 (511

Statuz | Parameter  Free zelection |.-’-'-.|:I|:Iitiu:unal Log

Field name Ex “aluez Walues ﬂ
I
[

The following window will appear.

"E” Field selection

® {Document [table BSID BSIK):
) Vend.master record [table LFAT, LFET, LFES]
("1 Cust.master record [table KNAT, KNET, KMES)

%] |

Press the Enter key or click the green checkmark icon g to continue.
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The next screen appears. Select the Special G/L Ind BSID-UMSKZ from the list.

- Fiald name x|
Field name F1ld name
Sp.G/L trans.type BSID-UMSKS
SpeciallJé/L ind. BSID-UHSKZ —
Assignment [% BSID-ZUOHR
Fiscal year BSID-GJAHR
Document number BSID-BELHR
Line item BSID-BUZEI
Posting date BSID-BUDAT
Document date BEID-BLDAT
Entry date BSID-CPUDT
Currency BSID-WAERS
Reference BEID-XBLHR
Document type BSID-BLART
Posting period BSID-MONAT
Posting key BSID-BSCHL
Trgt special G/L ind BSID-Z2UHSK
Debit/credit ind. BSID-SHKZG
Business area BSID-GSBER
Tax code BSID-HWSKZ
Amt.in loc.cur. BSID-DMBTR
Amount BSID-WRBTR
Text BSID-SGTXT
Order BSID-AUFHR
Asset BSID-AHLH1
Sub-number BSID-AHLH2
GSfL account BEID-SAKHR
GSfL account BSID-HKOHT
Branch account BSID-FILKD
[

W|?|ﬁ|@|¥|

Press the Enter key or click the green checkmark icon
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On the next screen, type in “ R” in the Values section

™ Dunning: Free Selections 12| =
Dunning notices  Edit Goko  Extras  Environment  System  Help Q
-2 fBeee DR anan BE| @

“ [ Indiv. dunn notice A2 Dunn histon

|»

Rur on IBB!B?.‘2BB1
|dentification IRUN1 3]}

Statuz | Parameter  Free selection |.~’-‘«dditi0naILog

Field narne Ex Values Walues
BSID-UHSKZ miCH] [«
r -
r
r
r
r
r
r
r
r B
« ] ] o
hd|

[BAT ) 00)* [mwrsapl [OVR | 15:07

Click on ‘Additional Log’ tab. Enter the range as follows:

™ Dunning: Additional Log
Dunning notices  Edit  Goto  Exiras  Environment  Systemn  Help

&l j%|0@®l@m%|iﬁii||@

“ D Indiv. dunn. notice ‘2 Dunn.history

Run on |B3!B3I2BB1
|dentification IDUNB2

Status F'alameterl Free selection  Additional Log |

Additional log

Custarn, account |1 A o |9999999999|ﬂ
Yendor accaount I A ta I A

el

[ ]
Click on the SAVE Button
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Click on ‘Status’ tab.

The screen will now appear as follows:

Durnning notices  Edit  Goto  Exiras  Environment  System Help

el SimceeouE anan B¢
“ & Schedule [ Indiv.dunnnotice 2 Dunn history

R

Fiun on |t33..'133f2m]1 *|
|dentification IDUHBZ

Status | Farameter I Free selection | Additional Log I

Status

IL Parameters were maintained

. (X) Schedule
Clickon_—_ button.

Verify correct date and time
Click in Start immediately field
Enter printer name. Click on the ‘Start Immediately’ field when you select the printer.

™ Schedule Selection and Print X|
[ Job parameters
l Start date Im
Start time Im
Start immediately i
Targ.computer I—
Printout
Dwuni. print with scheduling 7 C
OutputDevice IHﬁTﬂ
) Sc}idulel ® Eancell

(¥} Schedule
Pressthe .~ icon.
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The following screen appears:

Durning notices  Edit Goto  Bxiras  Enwironment  System Help
|l SWceeCHE anan D@6

“ & [ Indiv.dunnnotice 2 Dunn history %

Run on o3703/2001 3|
|dentification IDUNBZ

Statug | Parameter I Free zelection I Additional Log |

Status
[k Parameters were maintained
{7} Dun.selection scheduled for 03/02/01 &t 11:57:21
() Dun.selection is scheduled

Select Edit > Refresh or press Enter until Dunning Selection is scheduled.

The following screen then appears showing that the Dunning selection process is complete:

Dunning notices  Edit Goto  Extras  Environment  System  Help
&l CReoe@ Dk anaa RE|®

“ ﬂ ,;9 Change Q Dunning prinkout Q Sample prinkout D | i, dunn. notice A?Dunn.history G Log i Do

Fiur on [o370372001 3|
Identification IDUNBZ

Statusz | Parameter | Free zelection I additional Log |

Status

[L Farameters were maintained
(%) Dunselection scheduled for 03/03/01  at 11:57:21

() Dun.selection iz complets

The next step is to schedule the dunning notice printout run.

. 9 Dunning prinkout
Click on the button that reads
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The following screen appears

4 5 chedule Print

Enter start date, flag “Start immediately” and enter printer name.

Then click on the Print icon.

A screen appears stating that the Dunning printout has been scheduled.

Ounning notices  Edit Goto Exiras  Environment  System Help
& ] Zegce/cHR anaa Bm|e

“ E] Q Sample printout D Indiv. dunin. hotice Q Dunn.history @52 Log & Dunning list

Fun on |aama;2m31 *|
|dentifization IDUNB2

Status | Parameter I Free zelection I Additional Log |

rStatus

|L Pararneters were maintained

() Dun.gelection scheduled for 03403401 at 11:57:21
(X} Dun selection is complete

Q Dun.printout scheduled for 03403401 at 12:00:21
L3 Dun.printout is scheduled

Select Edit > Refresh or press Enter until Dunning has finished.
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BEFORE YOU FINISH PRINTING, CHANGE THE CUSTOMER MASTER
RECORD TO ENTER FIELDS IN DUNNING DOCUMENTS. SEE THE END OF
THIS SECTION FOR DIRECTIONS ON ENTERING THESE FIELDS.

After completing the changes in the customer master record: you may continue to print
out dunning documents

The bottom line above on the screen will then state that Dun. Printout is complete
In order to kick off the print process, you must click on “SYSTEM?”, then “OWN SPOOL
REQUEST?”, select your job and click on “PRINT DIRECTLY”

CHANGING CUSTOMER MASTER RECORDS FOR DUNNING

Before dunning printing can take place, you first have to change the customer master
record in order to add Commanding Officer’s address, Paymaster address,
Accountable D.O name, and Certifying Officer name into the Dunning letters. You
have to enter the appropriate names and addresses for your base in order for them to appear
on the dunning letters and the DD139.

First navigate to the Change Customer Master Record screen.

Menu Path: LOGISTICS > RETAILING > MASTER DATA > EDIT CUSTOMER >
BUSINESS PARTNER > CUSTOMER > CHANGE > FULL

Transaction Code: XD02

On the screen titled “Change Customer: Initial Screen”, enter information in the fields as
specified in the table on the next page.
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Change Customer — Initial Screen

[el— Swcee|2niavnaalmFlo

5 Change Customer: Initial Screen
|E N EEED P

1287

Enter the following data.

Change Customer: Initial Screen

R/O/C User Action and

Field Name Description Values

Customer This is the customer record R Enter customer
that is going to be changed. number or use down
arrow to search.

CIVL =60000 -
69999
COMM =10000 -
19999
MILT =30000 -
39999
SHIPS =20000 -
29999

The company code ID R Enter company code
Company code must

Company code be entered to change
Accounting screens.
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Sales
organization

An organizational unit
responsible for the sale of
certain products or services.
The responsibility of a sales
organization may include
legal liability for products
and customer claims.

Enter Sales
Organization
Sales Organization
mirrors company
code.

.1034=1034
1353=1353

Distribution
channel

The way in which products
or services reach the
customer. Typical examples
of distribution channels are
wholesale, retail, or direct
sales.

Enter 01

Division

A way of grouping
materials, products, or
services. The system uses
divisions to determine the
sales areas and the business
areas for a material,
product, or service.

Enter 01

Press the Enter key or click the green checkmark icon

i - 151

to continue.
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Click on the Company Code Data Tab

™ Change Customer: Company code data =& x]

gl Holceee@mE anasRnne

Then click on “Extras” and select “Texts”.

™ Change Customer: Company code data

le "Ik L X T Mulalle

-
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The following screen will appear: Accounting Texts Screen

™ Change Customer: Accounting texts

THIS |5 SOME TEXT YOU CAN ENTER THAT WL
COMMANDING OFFICER NAME

PATMASTER MAME

ACCOUMTABLE DUTY OFFICER NAME
CERTIFYING OFFICER NaME

The last four lines (Comm. Officer addr, Paymaster address, Accountable D.O. name and
Certifying officer) relate to the dunning process. Double click on Comm. Officer addr
(dunning lev 2)

The screen on the following page appears.
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™ Change Comm. officer addr [dun le¥ 2): Language EN == ]

el Fioeceelcap asasn|nn e

H.ﬁ]vs@g‘.. 2 EV I

* Paragraph, left-aligned |— H Character string, highlighted |—

CMMANDING OFEICER MAME
IADDRESS LINE 1

IADDRESS LINE 2

CITY, STATE, ZIP=

[BAT (1) (100) > [mursapl [INS.

Enter the appropriate Commanding Officer’s name and address. Then hit SAVE'EI and

click on the back green arrow E You will return to the Accounting texts screen

Double Click on the Paymaster address field and the following screen will appear.
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=l81x

el Fioeceelcap asasn|nn e

H.ﬁ]vs@g‘.. 2 EV I

* Paragraph, left-aligned |— H Character string, highlighted |—

PAYMASTER MNAME
IADDRESS LINE 1
IADDRESS LINE 2
CITY, STATE, ZIP=

L3

Enter the appropriate Paymaster name and address (the address of the Disbursing Officer or

PSD where the garnishment is to be submitted.) Click on Save and hit the back green

arrow button. You will return to the Accounting text screen.

Then double click on the Accountable D.O name and the following screen appears.
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™ Change Accountable D_0. name [DD139]): Language EN

HVI_F Heoa CHE DR AR @

H.ﬁ]vsgrg‘.. 2 EVREEE

* Paragraph, left-aligned |_ H Character string, highlighted |_

IWCCOUNTAELE DUTY OFFICER NAME:# =]

[BAT (1] (100) 7 [muwrsap] [INS

Enter the appropriate Accountable Duty officer name ( Disbursing Officer’s name) and click

on SAVE'E'. Then hit the back green arrow button. You will return to the Accounting text
screen.

On the Accounting Texts screen, double click on the Certifying Officer field and the
following screen appears.
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™ Change Certifying officer [DD139): Language EN

el  rFiolccalctE oaan mole

[ @ = 2 B2k B2
raeentomel B e g rigies

CERTIFYING CFFICER NAME#

Enter the appropriate Certifying officer name (Ex: MWR Director of BQ Director- the

individual that must sight the DD139 Form) and click on SAVEg and then hit the green
arrow button.

Once you are back to the Accounting Text Screen, YOU NEED TO SAVE THE CHANGES

MADE TO THE CUSTOMER MASTER RECORD. Click on SAVE H
and you will receive a message that Changes have been made.
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GO BACK TO THE DUNNING SCREEN:

= Dunning

Dunning notices  Edit Goto  Exiras  Environment  Systern  Help

& || da|g®e|amulanaa|l@
qf‘ gSampIe printout Dlndiv.dunn.notice ‘gDunn.histor}l & Log & Dunning list

Fiur ori [63/03/2001 #|
|dentification IDUHB2

Statuzs | Farameter | Free zelection | Additional Log |

Status

[k Parameters were maintained

(B Dun.selection scheduled for 03/03/01 at11:57.21
(5 Dur.selection iz complete

03 Dun.printout scheduled for 03/03/01 &t 12:00:21
O Dun printout iz scheduled

The bottom line above on the screen will then state that Dun. Printout is complete

In order to kick off the print process, you must click on “SYSTEM?”, then “OWN SPOOL
REQUEST”, the screen on the following page appears.

Select your job and click on “PRINT DIRECTLY”

™ putput Controller: List of Spool Requests =12 =
Spool request  Edit Goto  Ltiities  Settings  System  Help Lo
=2 IWlcoeDHE Dhon BE @
|8Reagl¢ 3 M) NIARERTFE XD

Spool no. (Date Time |Status |Pages|Title _
| 68083 (8876872001 |99:82 |Compl. 1 [ZAPBG WAR1 1834
r 6802 (8708720061 B8 23 |Compl. 1 [ZAPBG WAR1 1834

2 Spool requests displayed
— v e e e
i

1] [

[@A1 (31001~ [rmwrsapl [OWR | 1514
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& Log

Select Extras>dunning run log or hit button

The following is a small extract from the log, showing that customer number XXXXX has
been dunned:

Account D XXXXX dunning notice/dun.area. Dunning area Default is being processed.
Account D XXXXX dunning notice/dun.level. Dunning level 1 is being processed.
Account D XXXXX uses dunning procedure XXXX

Account D XXXXX / dunning procedure XX XX has no interest calculation indicator
Dunning level D XXXXX is used for account 1

Document XXXX000001/XXXX/001: Dunning level 1, days in arrears 164, status <.Dpi>
Account D XXXXX dunning data has been generated.

The customers who have been dunned may be viewed as follows:

e Dunning list

Menu path: GOTO > DUNNING LIST or hit button . The following screen
appears:
= o o =
- Dunning List Variant X|
. [RFHAHN21
Wariant name I

¥|%|

Press Enter or click on the green check to get a display of customers who have been
dunned in that run.

Use this list to see the customer and their dunning level in order to determine those
customers that need CO address information, etc entered into their master records.

If you were to display the customer master record at this point (Menu Path: ACCOUNTS
RECEIVABLE > MASTER RECORD > DISPLAY), it will show the date of dunning and
the highest level to which the customer has been dunned.
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ZUnit Allocation Funds
(Unit Allocation Funds and Funds Held on Behalf of Commands)

There are several scenarios relating to allocation funds and fund held on behalf of commands
that will be addressed:

Command deposits funds with MWR from a fundraiser

Command issued request for full withdrawal of funds

Command issued request for partial withdrawal of funds

Command issued request for allocation funds

Command withdrawal of allocation funds

Command issued request for “payment” of funds to MWR activity
Command issued request for payment of funds to third-party vendor

NowunhkwWd =

All payments for Unit Allocation Funds (and funds held by MWR on behalf of Tenant
Commands for such things as fund-raisers, etc) are recorded through SAP using customers.
All amounts will be recorded through Deposits Payable (203001) — both Unit Funds and
“fundraiser” monies deposited with MWR. Unit Allocation Funds are also provided through
MWR ($10 per sailor per year) and expensed through Unit Allocations Expense (786).

Local MWR business offices should ensure a clear business procedure is established. A
Command Funds Request Letter Form should be created for use by requesting commands.
The form should include the following information per instruction 1710.11C:
e Command name and address
e UIC
e Telephone number
e Full name of the Payee (if the check is to be made payable to an individual versus
the Command)
e Fiscal quarter the Unit Funds are being requested for (e.g. 1% quarter, 2™ quarter,
etc)
e Number of active duty members
e Current roster of active members of the command (head count)
e Total amount of monies being requested
e Indication whether the request is for Unit Allocation monies or Fund Raiser
monies (or both) (use checkboxes)
e Authorized signature for the Command

Other useful information that should appear on the Command Funds Request Letter Form or
alternatively, a separate Payment Request Form includes the following:
e Customer account number - this information should be completed by the MWR
AR technician only
¢ Indication whether request is a partial refund of funds or a full refund of funds
(use checkboxes) — this box should be completed by the MWR AR technician
only and marked as such
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¢ Indication whether the requested dollar amount and the customer’s deposit
balance has been reviewed in the system (use checkbox) — this box should be
completed by the MWR AR technician only and marked as such

e Indication whether the payment request is for a deposit (special G/L indicator
“D”)

e Document number — this information is useful when processing Partial
Withdrawals since a particular open item (i.e. unit allocation) can be isolated and
processed correctly

The AR technician’s role when processing the refund request form is critical since they will
determine the Command’s fund balance. They can then determine whether there are
sufficient funds for the requested refund and, if so, they can determine whether the refund is
partial or full.

The AR Technician must also confirm that the Payee listed on the request form is the same
POC name that appears in the Name 2 field on the Command’s customer master record.
This is imperative since the system will use the Name 2 field as the payee on the check. The
user executing the automatic check payment run or creating the “hot” check is not authorized
to change the payee name.

Command Deposits Funds with MWR from a Fundraiser

Commands sometimes hold fundraising events for the benefit of their members. Since
Commands are not supposed to maintain their own bank accounts, they utilize local MWR
business offices to deposit the proceeds from fundraising events for safekeeping. When
MWR receives such funds they are deposited in the local depository bank account just like
any other DAR cash receipt. These monies are not revenue to MWR, of course. Instead,
they are accounted for as deposits payable and posted to the Command’s customer sub-ledger
account in the SAP system.

The special g/l indicator “D” can be used with customer line items to direct the credit amount
to the DEPOSITS PAYABLE g/l account. A summary of this journal is shown below:

Example: A Command has a fundraiser and deposits $300.00 with MWR and subsequently
requests their $300 for their XMAS party (not held at an MWR facility).

DAR Only (assume cash cage journal is performed as usual)

DR (PK 40) DAR/POS Clearing Account (101060) 300.00
CR (PK 19 “D”) Customer Account (203001) 300.00
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Command Issued Request for Full Withdrawal of Funds

Upon written request, Commands are entitled to withdrawal funds that are being held on their
behalf by MWR. Once MWR receives the appropriate form outlining the details of the
withdrawal the AR Technician (responsible for allocation funds and funds held should make
an assessment whether this withdrawal is a full withdrawal of the Command’s funds or a
partial withdrawal.

If it is determined that the request is a full withdrawal then a check can be created
automatically during the regular check payment run. A “hot check can also be created for
full withdrawals of funds, if necessary. A request for payment form should be given to
the accounts payable technician stating the Command’s customer number and that the
payment is a full payment (partial payment is discussed below). Also the special G/L
indicator “D” should be noted on the form.

The automatic payment run parameters will be adjusted to include the particular Command
customer account number, and a payment with be generated. The user executing the
payment run will need to unblock them item in the payment proposal since all customer
credit open items are automatically blocked for payment to prevent accidental payments.

A summary of the payment journal (created automatically by the payment program) is shown
below:

Example: A Command has funds totaling $300.00 deposited with MWR. The Command
submits a request using the approved form to withdraw all of their funds. The Command will
be paying a third-party (not an MWR facility) directly for hosting their Christmas party.

DR (PK 09 “D”) Customer Account (203001) 300.00
CR (PK 50) Inter-company Cash (101005) 300.00

Command Issued Request for Partial Withdrawal of Funds

This scenario really is the alternative to the full withdrawal of funds described above. If the
AR Technician determines that the request from the Command is a partial withdrawal then
a “hot” check must be created (partial withdrawals of funds cannot be processed through
the automatic check payment runs. A request for payment form should be given to the
accounts payable technician stating the Command’s customer number and that the
payment is a partial payment. Also the special G/L indicator “D” should be noted on the
form.

A summary of the payment journal (posted automatically when the “hot” check is created) is
shown below:
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Example: A Command has funds totaling $300.00 on deposit with MWR. The Command
submits a request using the approved form to withdraw some of their funds ($200.00). The
Command will be paying a third-party (not an MWR facility) directly for hosting their
Christmas party.

DR (PK 09 “D”) Customer Account (203001) 200.00
CR (PK 50) Inter-company Cash (101005) 200.00

NOTE to Accounts Payable Section — you MUST process Partial unit fund withdrawals using
the “HOT” CHECK procedure !!!!

Command Issued Request for Allocation Funds

Tenant Commands are authorized to draw $10 per active duty member per year (or $2.50 per
quarter) from MWR NAF Funds. These funds are used to support Command functions that
benefit all members. Requests for Unit Funds must follow policies as set forth in 1710.11C
and include a request from the Tenant with appropriate signature, a roster of active duty
members, and receipts supporting purchases. When payments are made to Tenants by MWR,
an offsetting entry is made the 786000 (Unit Allocations Expense).

A summary of the journal is shown below:

Example: A Command has requested their allocation funds for the year be issued them.
Their request form states that they are seeking $700.00 since they have 70 active roster
personnel (70 persons @ $10.00 per person per year = $700.00).

NOTE: The person chosen to do Unit Allocations should know the amounts of any
previous fund allocations to the Command making the request prior to transfer and/or
payment to prevent over-allocations.

Unit Allocation Expense

DR (PK 40) Unit Allocation Expense (786000) 700.00
CR (PK 19 “D”) Customer Account (203001) 700.00

Command Withdrawal of Allocation Funds

When a Command requests allocation funds, it can request that the funds be issued to them
by check. The Command should submit supporting receipts for purchases that they made for
which they are seeking to apply their allocation funds. Generally, requests are made to
cover the cost of the purchases. Sometimes Commands make use of the MWR Purchasing
Department for certain purchases. If this is the case, the Purchasing Department should
provide a copy of the purchase order to the designated Unit Funds AR Technician to their
convenience when reviewing the Command’s fund withdrawal request.
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If the Command requests that a check be issued to them then the following journal will be
made automatically by the check payment run or during the creation of a “hot” check:

Example: The Command also indicated on the request described in the previous example that
these funds will be used for Command party that will be held at a third-party facility (not an
MWR facility). The Command will pay the cost of the party themselves using the funds they
have been allocated.

DR (PK 09 “D”) Customer Account (203001) 700.00
CR (PK 50) Inter-company Cash (101005) 700.00

Command Issued Request for “Payment” of Funds to MWR Activity

Some Commands will hold events at MWR facilities, but will not pay the cost of the event
directly. Rather, they will want to apply their allocation funds or other funds held on their
behalf to the cost of the event. MWR facilities are only “allowed” to charge for the cost of
the materials and labor and not earn any profit on their events. Rather than simply create a
“mess requisition” journal to record the cost of the event, the revenue (even though there will
be no profit) should be recorded as well. This will ensure that the volume of sales activity is
properly reflected in the P&L of the MWR facility hosting the event. This way the MWR
facility’s financial performance will not be unnecessarily penalized. The COGS for the event
will be recorded using the normal procedure at month-end (inventory count and COGS
journal). MWR facilities using MICROS POS systems should record the party contract as
usual, except that the revenue (sales price) should equal (not exceed) the cost of the
materials and labor.

If the Command wishes to apply their funds to the cost of an event at an MWR facility, one
of the following journals will be made:

Example: The Command has held their Christmas party at the Officer’s Club. The party cost
the facility $600.00 in labor $400.00 in food and other materials, which they recorded on a
party contract. The Command has submitted the documentation showing the cost of the
party to the MWR Business Office.

The Command wants to use both its unit allocation funds of $700.00 (see the example above
for the journal) and the balance funds being held on their behalf (earned from fundraisers) to
pay the debt.

A. Sufficient Funds

After reviewing the Command’s customer sub-ledger, it was determined that there are

enough funds to pay the all of the party costs. The Command has $700.00 in allocation funds
and $300.00 from fundraisers on deposit with MWR.
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Party Contract (record revenue as cost of the event only — no profit)

DR (PK 09 “D”) Customer Account (203001) 1000.00
CR (PK 50) Catering Revenue (302000) 1000.00

B. Insufficient Funds

After reviewing the Command’s customer sub-ledger, it was determined that there are not
enough funds to pay the all of the party costs which turned out to be $1400.00, not $1000.00
as expected. The Command only has $700.00 in allocation funds available and $300.00 in
other funds on deposit with MWR. Since the Command did not pay for any portion of the
party, an ordinary receivable for $400.00 will also have to be recorded.
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Party Contract (record revenue as cost of the event only — no profit)

DR (PK 09 “D”) Customer Account (203001) 1000.00
DR (PK 01) Customer Account (131005) 400.00
CR (PK 50) Catering Revenue (302000) 1400.00

Command Issued Request for Payment of Funds to Third-party Vendor

Some Commands will hold events outside of the base, at private facilities, such as hotels,
restaurants, or banquet halls. Rather than pay these third-party vendors directly, they will ask
the vendor to invoice MWR for the cost of the event. MWR would then pay the invoice
using the Command’s allocation funds and other funds held on their behalf.

Of course, MWR will not just pay any invoice submitted by a vendor. A purchase order and
goods receipt must exist before an invoice will be posted and then paid. As such, when a
Command is planning an event using a third-party vendor’s facility, they should arrange the
details through the MWR Purchasing Department when they plan on requesting their unit
allocation funds or other funds be used to pay for the event. This way a Contracting Officer
in Purchasing can create a purchase order. The PO item should be assigned to g/l account
203000 and an appropriate cost center (probably G&A for the Base where the tenant
command is located). It is important for the Contracting Officer to contact the designated
Unit Funds AR Technician to ensure that they Command has sufficient funds on deposit to
“cover” the amount of the purchase order.

Once the event has been held, a goods receipt must be posted in the system. This should be
done when the Command’s request and documentation are approved and submitted. The
third-party vendor’s invoice is entered and paid following the regular invoice verification
process.

Example: The Command has held their Christmas party at the Holiday Inn hotel. This
party was organized with the assistance of the MWR Purchasing Department, who
created a purchase order for Holiday Inn to hold the party. The amount of the
purchase order was $1600.00 and was assigned to g/1 account 203000.

The Command notifies MWR that the event was completed successfully was submitting their
unit fund withdrawal request form and documentation to the MWR business office. The
Command’s $700.00 in allocation funds are recorded (see Unit Fund Allocation Request
example above for this journal).

Goods Receipt (upon notification by Command that event was successful)

DR (PK 40) Deposits Payable (203000) 1600.00
CR (PK 50) GR/IR Account (201010) 1600.00

Invoice Verification (when invoice is received from third-party-vendor)

DR (PK 40) GR/IR Account (201010) 1600.00
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CR (PK 31) Vendor Account (201000) 1600.00

If the Command wishes to apply their funds to the cost of an event at a third-party vendor’s
facility, the following journal will be made:

The Command wants to use both its unit allocation funds of $700.00 (see the example above
for the journal) and the balance funds being held on their behalf (earned from fundraisers) to
pay the debt.

A. Sufficient Funds

It turned out that the party cost only $1000.00. The purchase order was amended and the
goods receipt posting was corrected to reflect the reduction in cost. After reviewing the
Command’s customer sub-ledger, it was determined that there are enough funds to pay the all
of the party costs to the third-party vendor. The Command has $700.00 in allocation funds
and $900.00 from fundraisers on deposit with MWR.
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Third-party Vendor Event

DR (PK 09 “D”) Customer Account (203001) 1000.00
CR (PK 50) Deposits Payable (203000) 1000.00

B. Insufficient Funds

The party cost $1600.00 as stated in the purchase order. After reviewing the Command’s
customer sub-ledger, it was determined that there are not enough funds to pay the all of the
party costs to the third-part vendor. The Command only has $700.00 in allocation funds
available and no other funds on deposit with MWR. Since the Command did not pay for any
portion of the party, an ordinary receivable for $900.00 will also have to be recorded.
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Third-party Vendor Event

DR (PK 09 “D”) Customer Account (203001) 700.00
DR (PK 01) Customer Account (131005) 900.00
CR (PK 50) Deposits Payable (203000) 1600.00
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Scenario One: Command Deposits Funds with MWR from a
Fundraiser

The following procedure is a standard DAR posting for a customer, except that special
g/l indicator “D’ is used to record the funds received from the customer a Deposit

Payable.

Menu Path: Accounting >Financial Accounting> General Ledger> Document Entry>GL
Accounting Posting

Transaction Code: F-02

First screen: Enter G/L Account Posting: Header Data

™ Enter G/L Account Posting: Header Data , =18 x|

Document  Edit  Goko  Extras  Settings  Enwironment  System  Help

G|l CiWlece2hNe anaa @R @

Held document  Act assgnmt model..  GAL item fast entrp  Post with reference

Document date: |1 B/23/2001 Type lﬁ Company code 1353
Pasting date [1es26/2001 Fieiad [

Reference INS 18/23/72081

Doc.header text I

First line item

Pty Iﬁ Aecount 181868 ] Sp.GA I_ Tranz.lype I

[@A1 (1) (100)~ [ mwrsap] [OWR | 1315

Use the following table to guide you with the correct entries for the window above.

Field Name The proper entry
Document Date Date of the DAR
Document type SD — DAR
Posting Date Same as the Document date
Reference Use standard DAR reference numbering per
local MWR business office procedure
Doc. Header text Use standard DAR document header text per
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| local MWR business office procedure

At the bottom of the window in the First line item section

PstKy (Posting Key) 40 — Debit

Account 101060 — DAR/POS Clearing Account

Press the Enter key or click on the Green checkmark @ icon.

Second Screen: Enter DAR Journal: Add G/L Account Item
™ Enter DAR journal: Add G/L account item == x|
Document Edit Goto  Extras  Settings  Environment  System  Help L

Gl = -lOl¢ca@ oump anan @R @

A% @ @ i ] i More data  Act assgnmi madel . G/L item fast entry  Tax amounts

GAL account [161868  POS/DAR CLEARING ACCOUNT
Company code 1353 wwhH MID-ATLANTIC REGIOM
Item 1 # Debit entry / 40
Amount IEI[1[1.[1[1— uso
[ Calculate tax
Site 1111
WValug date —
Aszignment
Text 9 Lang text |
Hezt line item
Pty Iﬁ Account Ih Sp.GAL IE Mew co.code I—

[EA1 (1) (1001~ [mwrsap] OWR | 1327

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the Deposit
Site Enter the Site Number from the DAR
Move to the Next Line Item section
PstKy (Posting Key) 19 — Special GL Credit (for Customers)
Account Customer Account Number
Sp. G/L D — Deposits Payable (VERY
IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.
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Press the Enter key or click on the Green checkmark G icon to proceed to the detail screen
for the next line item.

Third Screen: Enter DAR Journal: Add Customer Item

™ Enter DAR journal: Add Customer item

NEET
Document Edit Goto  Extras  Settings  Environment  System  Help

Gl Folcee ik anaaBE| @

A% @ @ i ] i More data  Act assgnmi madel . G/L item fast entry  Tax amounts

Customer |1 8622 HELICOPTER COMBAT SUPPORT SQUADROMN G/L acc 283001 A

Comparycode  [1358 564 & STREET
Miw/R MID-ATLANTIC REGION MORFOLE
Item 2 7 Refund ity dep 719D
Amaunt 5'[|[1.[1[1— usp
Due on m
Prnt block. |_ Prnt method I_ Prant meth, supl. l_
Assignment r
Text *UNIT FUNDS DEPDSIT RECEIVED FROM FUMDRAISER 22 Longtest |
ezt line item
Pstiy I_ Account I—ﬂ Sp.GA I_ MNew co.code I—

[BA1 (1) (1001~ [ mwrsap] OWR | 1347

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the Deposit
Due on Same as the Document date
Text We recommend: “*UNIT FUNDS
DEPOSIT RECEIVED FROM
FUNDRAISER”

Press the Enter key or click on the Green checkmark @ to check the entries in the current
line item.

Q
Now click on the “Document Overview” push-button & to view a summary of the DAR
journal.

Fourth Screen: Enter DAR Journal: Display Overview
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™ Enter DAR journal: Display Overview - |ﬁl 5[
Document  Edit Goto Extras  Settings Environment  System  Help L
gl THceeLkk 200D BE @
&1 Displap curency  Park document  Act assgnmt model...  G/L item fastenty  Tawes
Document date 18/23728M Type lﬁ Campany code |1353
Fiestiig ki 16/2672061 Rt [
Document number INTERHAL Fiscal pear 2802
Reference NS 18/23/20M1 Cross-CC no. I
Doc.header text
Items in d
I1tm PKE CoCd Account Description GCostCr Order Amount
881 4@ 181868 POS/DAR CLEARING AC Je0.88
ae2 19D 18622 HELICOPTER COHMBAT S 300.088-
D 308.088 C 300.00 0.68 = 2 Line items
Dther line item
Pty I_ Account I ] Sp.GAL I_ Trans. lype Mew co.code I
|41 ) (100)~ [mwrsapl [OWA | 1348

As you can see from the Display Overview screen the Debits equal the Credits and the

]
document can now be saved by clicking on the Save icon. Of course, the 10-digit
document number should be recorded on DAR paperwork.

Scenario Two: Command Issued Request for Full Withdrawal of
Funds

Upon receiving the Fund Request Letter from the Command requesting the withdrawal of
their funds (generated from fundraisers), the AR Technician should review the Customer
deposit balance to ensure that the customer has a deposit balance that is greater and or equal
to the amount of the request). This step is very important to prevent over-refunding to
the Commands.

Menu Path: Accounting >Financial Accounting> Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBL5N

First screen: Customer Line Item Display
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™ Customer Line Item Display

Program Edit Goto System Help

=l =]

G| = SFolca@ CHME anas BE @

D ife )BT active &

Customer sel;

[reezz

Company code 1353

Customer account

Selection using search help

Search help |0

Search string

[
I
Complex search help E()l

Line item

Status

@ Open items

|1 8/26/2001

Open at key date

O Cleared items
Clearing date
Open at key date

O Allikems
Posting date

Type
¥ Normal items
¥ Special G/L tiansactions
[ Moted items
[ Parked iteme
[ “endar items

=

[GA1 (1) (1001~ [ mwrsap] [OWR | 1360

Use the following table for guidance:

The Field Name

The Proper Entry

Customer account

Enter the customer’s account number

Company code

Company code in which the funds are
deposited

All items Flag this radio button
Dynamic Selections
G/L Account Enter 203001 for deposits

Press the Execute push-button to execute the report.

Report screen:

Customer Line Item Display

-175
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™ Customer Line Item Display J;:E -|ﬁl 5[
List Edit Goto Environment Settings System  Help L
g -eec@DHB DNLO EE @
MO P M &P/ EORA FTAT BE| B Rowose Rseve | B 365 B | B koo
Status: B open 5 Parked @ Cleared =
Due date: Overdue &y Due & Hot due
Run Date: 18/26/2881 13:47:82
User: JPHILLIPS
Open Items Key Date: 18/26/2081
HELICOPTER COMBAT SUPPORT SQUADRON 18622
So4 A STREET
HORFOLK un 23511-4811
St (CoCd [Assignment Doc.no. Type |Doc. date |Pstg date |PK|S|DD|Het due dt Amt in loc.cur.|Clrng doc. |Text
[ B (1353 1300061238 (SD 18/23/2081 \198/26/2001 |19 |D 18/2372001 300.00- *UNIT
* @ (1353 3080.88-
*% Account 18622 300.00-
Run Date: 10/26/20081 13:47:82
User: JPHILLIPS
Open Items Key Date: i f=
% =
*
* * =
St|EuEd|nssignment ‘Dnc.nu. |Type|D|:|c. date ‘Pstg date |PI€‘S|DD|Het due dt Amt in loc.cur.|Clrng doc. |Text
%% 3008.088-
N
|41 ) (100)~ [mwrsapl [OWA | 1350

The total deposit balance for the customer is displayed. The AR Technician can now
determine whether the Command has sufficient funds for the amount requested. In
addition, the AR Technician can determine whether this request is a Full Withdrawal or a
Partial Withdrawal.

The AR Technician should indicate on the Payment Request form (or Command Request
Fund Letter form, as explained above) whether the withdrawal is full or partial and whether
sufficient funds exist by marked the appropriate checkboxes. The Payment Request form
along with the Command’s Request Letter should be forwarded to the Accounts Payable
Department for payment processing.

The designated AP Technician responsible for Unit Refunds needs to know the following
information in order to process the refund payment:

e Customer Number — required when making a payment to a customer

e Full or Partial Payment — used to determine payment type (automatic
payment or “hot” check) (in this scenario - FULL)

e Special G/L Indicator — used to ensure that payments is for a deposit and is
posted to the correct g/l account

The designated AP Technician must be able to execute the payment program and print
checks.

The AP Technician receives the documentation from the AR Technician and can
proceed to process the payment request. Since the Command is requesting a Full
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Withdrawal of funds, the automatic payment program can be used to create the check
payment.

The payment program parameters need to be adjusted to include the Command’s
customer number. The payment proposal, once created, will need to be edited since all
customer master records are blocked for payments. The customer’s payment proposal
item must be unblocked manually by the AP Technician. The edited proposal can be
saved and the payment run executed.

After the payment has been made, the line item display for this Command’s customer
account will appear as displayed below:

™ Customer Line Item Display =& 5[
List Edit Gote  Environment  Settings  System  Help L]

gl CiWcee DHR(DDLD BR| @
4 4 ’N|@0§E @{ﬂ|?£'€‘|& &Chouse &Save|%| Selections

Status: B open 4 Parked @ Cleared =
Due date: Overdue £ Due 3 Hot due

Run Date: 18/26/2801 15:22:88
User: JPHILLIPS

Open Items Key Date: 008/00/0000

HELICOPTER COMBAT SUPPORT SQUADROH 18622
564 A STREET
HORFOLK un 23511-4811
St |CoCd [Assignment Doc.no. Type Doc. date |Pstg date |PK(S|DD|HMet due dt Amt in loc.cur.|Clrng doc.|Tex

[ @ (1353 1360661238 |SD 18/23/2001 (1872672061 |19 |D 18/2372801 300.00- |8000008212 | =UN
. @ (1353 gooBEEO212 | 2C 18/26/2001 (1072672081 | 09 (D 108/2672801 300.00 |B000000212

= @ 1353 8.08

** Account 18622 8.88

Run Date: 18726720601 15:22:88
User: JPHILLIPS

Open Items Key Date: / /=

% *
*

* * *

| St‘cacd|nssignment Doc.no. |Type‘Doc. date |Pstg date ‘PK|S|DD|Het due dt Amt in loc.cur.|Clrng dnc.|Tex

ol

[GAT (1) [100]~ [mwrsapl [INS | 1525
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Scenario Three: Command Issued Request for Partial Withdrawal
of Funds

This scenario is similar to Scenario Two, except that the payment type for a Partial
Withdrawal is always a “hot” check.

Upon receiving the Fund Request Letter from the Command requesting the withdrawal of
their funds (generated from fundraisers), the AR Technician should review the Customer
deposit balance to ensure that the customer has a deposit balance that is greater and or equal
to the amount of the request). This step is very important to prevent over-refunding to
the Commands.

Menu Path: Accounting >Financial Accounting> Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBL5SN

. . .
First screen: Customer Line Item Display
™ Customer Line Item Display. i ‘ == x|
Frogram Edit Gato System Help L
g FHecee0HME anaa PR @
D o )21 active B
Customer sel; =
Customer account |1 8622 A to A ]
Company code 1353 to =
Selection using search help
Search help 1D I_I
Search string I
Complex search help E:)l
Line item sel
Status
(@ Open items
Open at key date |1 8/26/20801
C Cleared items
Clearing date I to '::)l
Open at key date I
O Allikems
Posting date I to E:)l
Type
v Mamal items i
¥ Special G/L tansactions
[~ Noted items
[ Parked iteme
[ “endoritems
@21 (1) (100) = [mwrsap] [OvR | 1350

Use the following table for guidance:

The Field Name The Proper Entry
Customer account Enter the customer’s account number
Company code Company code in which the funds are
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deposited
All items Flag this radio button
Dynamic Selections
G/L Account Enter 203001 for deposits

Press the Execute push-button to execute the report.

Report screen: Customer Line Item Display
™ Customer Line Item Display _|=| x|
List Edit Goto Environment Settings System  Help L
Gl FiHlece SHR anL0BE @
MA@ BELREFAT BB Broe Biswe |3 % F 5| [ oo
Status: B open 2 Parked @ Cleared =
Due date: Overdue &y Due @ Not due
Run Date: 16/26/2001 13:47:82
User: JPHILLIPS
Open Items Key Date: 18/26/2081
HELICOPTER COMBAT SUPPORT SQUADRON 18622
564 A STREET
HORFOLK un 23511-4811
St |CoCd |Assignment Doc.no. Type |Doc. date |Pstg date |[PK|S|DD|Met due dt Ant in loc.cur.|Clrng doc. [Text
r | | 1353 13806681238 (5D 1872372881 \18/26/2081 |19 |D 1872372881 38a8.88- *UNIT
= [ (1353 300.00-
** Account 108622 360.00-
Run Date: 18/26/2881 13:47:82
User: JPHILLIPS
Open Items Key Date: /o F=
= =
*
* x x
St|[:u[:d|nssignment ‘Dnc.nu. |Type|D|:|c. date ‘Pstg date |PI€‘S|DD|Net due dt Amt in loc.cur.|Clrng doc. |Text
*EE 300.00-
o
|81 (1701001~ [mwsapl [OWR [ 1352

The total deposit balance for the customer is displayed. The AR Technician can now
determine whether the Command has enough funds for the amount requested. In addition,
the AR Technician can determine whether this request is a Full Withdrawal or a Partial
Withdrawal.

The AR Technician should indicate on the Payment Request form (or Command Request
Fund Letter form, as explained above) whether the withdrawal is full or partial and whether
sufficient funds exist by marked the appropriate checkboxes. The Payment Request form
along with the Command’s Request Letter should be forwarded to the Accounts Payable

Department for payment processing.

The designated AP Technician responsible for Unit Refunds needs to know the following
information in order to process the refund payment:

e Customer Number — required when making a payment to a customer
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e Full or Partial Payment — used to determine payment type (automatic
payment or “hot” check) (in this scenario — PARTIAL)

e Special G/L Indicator — used to ensure that payments is for a deposit and is
posted to the correct g/l account

The designated AP Technician must be able to create “hot” checks.

The AP Technician receives the documentation from the AR Technician and can
proceed to process the payment request. Since the Command is requesting a Partial
Withdrawal of funds, only the “hot” check process can be used to make this payment.
The “hot” check process allows the AP Technician to make a partial payment against
an open item.

The “hot” check must be created for the Command’s customer account with processing
of open items. Do not simply post a payment on account. The open item(s)
(outstanding deposit(s)) will need to be selected using the residual item tab screen. The
amount of the partial withdrawal should be entered as the payment against the open
item(s). The “hot” check can then be posted and printed. A residual open item will be
posted for the difference.

After the payment has been made, the line item display for this Command’s customer
account will appear as displayed below:

™ Customer Line Item Display S == x|
ist  Edit Goto Environment Settings  System  Help Lo,

G Ciececee LHNE a0Lan BE @
M4 PN s BELAE|FTEATIEER|® Bithos Rswe | B % F B | e

Status: @ open 5 Parked @ Cleared
Due date: Overdue &y Due @ Mot due

|»

Run Date: 18/26/2881 13:54:15
User: JPHILLIPS

Open Items Key Date: 10/26/2001

HELICOPTER COHBAT SUPPORT SQUADROH 18622
C64 A STREET
MORFOLK L] 23511-4811
St|CoCd |[Assignment Doc .no. Type |Doc. date |Pstg date |PK|S|DD|Het due dt Ant in loc.cur. (Clrng doc. |Text

I @ |1353 80000068211 |ZC 10/26/2001|10/26/2001 |19 |D|&;|10/26/2001 1080.88- *UNIT

* [ (1353 188.88-
I @ (1353 1300001238 |SD 10/2372001|10/26/2001 (19 (D 10/23/2001 300_.00- (Bp00006211 | =UNIT
r @ (1353 8o00aee211 | Z2C 10/26/2001|10/26/2001 (89 (D 18/26/2801 J00.80 (800006211

= @ (1353 6.8a

** Account 18622 160.088-

Run Date: 18/26/28081 13:54:15
User : JPHILLIPS

Open Items Key Date: / /=

*
*

-
[ 3
3 i Chec

[Ga1 (1) (100) > [mwrsap! [INS | 1257
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Scenario Four: Command Issued Request for Allocation Funds

Upon receiving the Fund Request Letter from the Command requesting their annual or
quarterly allocation funds, the AR Technician should review the Customer deposit balance
to ensure that the customer has not already received their allocation funds for the relevant
fiscal/quarter. This step is very important to prevent double-allocating funds to the
Commands.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBLSN

First screen: Customer Line Item Display

™ Customer Line Item Display TR == x|
Program Edit Goto System  Help L]
gl FoceeChkeanaa A @
& o J21 active [EL
Customer selecti =
Customer account |1 0622 A to I A =
Company code 1353 ta I =]
Selection using search help
Search help ID I_I
Search string I
Complex search help 'i)l
Line item sel.
Status
(® Dpen items
Open at key date |1 a/26/2081
O Cleared items
Clearing date I to I 'i)l
Open at key date I
0 Allikems
Posting date I to I I1)'
Type —
v Momal items
¥ Special G/L ransactions
[ Noteditems
[ Parked items
[ Wendor items
|3a1 (1) A00)* [mersapl [INS | 1358

Use the following table for guidance:

The Field Name The Proper Entry
Customer account Enter the customer’s account number
Company code Company code in which the funds are
deposited
All items Flag this radio button
Dynamic Selections
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G/L Account | Enter 203001 for deposits

Press the Execute push-button to execute the report.

Report screen: Customer Line Item Display
™ Customer Line Ttem Display _|ﬁ‘ ﬂ
List Edit Goto Environment Settings System  Help -
@ |l H e DHER 0DOoD PR @
MADP N BoRE | FATIB BB ficowe fiswe | B 0% F 8| B o
Status: @ open £ Parked @ Cleared =
Due date: Overdue &y Due <@ Not due
Run Date: 18/26/2861 13:47:82
User: JPHILLIPS
Open Items Key Date: 18/26/2881
HELIGOPTER COMBAT SUPPORT SQUADRON 108622
564 A STREET
HORFOLK va 23511-4811
St |CoCd |Assignment Doc.no. Type |Doc. date |Pstg date (PK|S|DD|Het due dt Amt in loc.cur. |Clrng doc. [Text
r @ |1353 1300001238 (5D 18/23/2001 \108/26/2001 |19 |D 168/2372001 300.00- *UNIT
= @ (1353 360.00-
*#% Account 10622 360.00-
Run Date: 10/26/2001 13:47:82
User: JPHILLIPS
Open Items Key Date: /o P=
% x
*
* = =
St |CoCd |Assignment Doc.no. |Type Doc. date |Pstg date PK‘S|DD Het due dt Ant in loc.cur.|Clrng doc. [Text
x%E 3080.88-
o
[BA1 (110001~ [mwsap] OVR [ 1352

The total deposit balance for the customer is displayed. The AR Technician can now
determine whether the Command is already received their unit allocation funds for the

fiscal year/quarter.

The AR Technician should indicate on the Command Fund Request Letter form that they
have verified the Command’s entitlement to the allocation funds requested.

A customer GJV must now be posted to expense the allocation amount to Unit
Allocations Expense (786000) account. The offset to this expense item is the
Command’s customer sub-ledger using special G/L indicator “D”, which will redirect
the credit amount to the Deposits Payable (203001) account.

To make the Unit Allocation Fund journal, the designated AR Technician must perform the
following:

Menu Path: Accounting > Financial Accounting > General Ledger > Document Entry > GL
Accounting Posting

Version 3 — March 2001 1l - 182



Accounts Receivable

Transaction Code: F-02

First screen:

Enter G/L Account Posting: Header Data

™ Enter G/L Account Posting: Header Data

Document  Edit  Goto  Extras  Settings Environment  System  Help

T =18]x]

Gl = -Ieca@cnplanas BE| @

Held document  Act assgnmt madel..  G/L item Fast entry  Post with reference

Document date |1 8/27/2001 Type lﬁ Company code
Pasting datz [1es20/2081  Peiod [

IUNIT ALLOCATION

Doc. header text I

Reference

1353

First line item

Pty lﬁ Account 786000 1 Sp.GAL I_ Trans.type I

[GAT (1) [100)~ [mwrsapl [INS | 1507

Use the following table to guide you with the correct entries for the window above.

Field Name

The proper entry

Document Date

Date of the Unit Allocation Funds Request

Document type

SA -GJV

Posting Date

Same as the Document date

Reference

Use standard GJV reference numbering per
local MWR business office procedure

Doc. Header text

Use standard GJV document header text per
local MWR business office procedure

At the bottom of the window

in the First line item section

PstKy (Posting Key)

40 — Debit

Account

786000 — UNIT ALLOCATION

Press the Enter key or click on the Green checkmark G icon.

Second Screen: Enter General JV Journal: Add G/L Account Item
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™ Enter General J¥: Add G/L account item

NEE|
Document  Edit  Goto  Extras  Settings Enwironment System  Help -
@ |l THeceCHRanaa AEA|@

A? @ @ m JMore data  Act aszanmt model...  G/L item Fast entry  Tax amaunts

GAL account I?sﬁl]l]l] UNIT ALLOCATION

Company cods 1353 MwR MID-ATLANTIC REGION

Item 1 # Debit entry / 40

Amount 788.80 uso

Tan code ,_ [ Calculate tax

Cost center 2307 Order

Ailicle Site

Quantity I

Assignment I

Text I (% Longlest |

Next line item

Pty lﬁ Account 18622 A Sp.GAL IE Mew co.cods I

[GAT (1 [00] ™ [mwrsapl [INS | 1512

Use the following table for guidance:

The Field Name The Proper Entry

Amount Amount of the Unit Allocation Funds

Cost Center Cost center to which unit allocation expense
is to be assigned (Unit allocation G&A)

Move to the Next Line Item section

PstKy (Posting Key) 19 — Special GL Credit (for Customers)

Account Customer Account Number

Sp. G/L D — Deposits Payable (VERY

IMPORTANT)

Using the special G/L Indicator “D” with the c

ustomer account number causes the system to

redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.

Press the Enter key or click on the Green checkmark g icon to proceed to the detail screen

for the next line item.

Third Screen:

Enter General JV Journal: Add Customer Item
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™ Enter General 1¥: Add Customer item e == x|
Document  Edit  Goto  Extras  Settings Environment  System  Help

-
gl "ocee/chpeanaa PA @
A? fél @ m £> More data  Act assgnmt model...  GAL item fast entry T ax amounts
Customer |1 8622 HELICOFTER COMBAT SUPPORT SOUADRON G/ acc (283881
Company code 1353 BE4 A STREET
MR MID-ATLANTIC REGIOM NORFOLK.
Item 2 / Refund itydep /19D
Amount 700.00 usp
Due on 18/27/2001
Prnt block. |_ Prant method I_ Prnt meth. supl. l_
Assignment
Text “UNIT 4LLOCATION FUNDS FOR 2001 Y% Longlext |
Next line item
Pstky l_ Account A Sp.GAL I— Mew co.code I

[GAT (1) [100)~ [mwrsapl [INS | 1514

Use the following table for guidance:

The Field Name

The Proper Entry
Amount Amount of the Unit Allocations Funds
Due on Same as the Document date
Text

We recommend: “*UNIT ALLOCATION
FUNDS FOR 2001”

Press the Enter key or click on the Green checkmark @ to check the entries in the current
line item.

o)

Now click on the “Document Overview” push-button to view a summary of the unit
allocation GJV.

Fourth Screen: Enter General JV Journal: Display Overview
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™ Enter General J¥: Display Overview i == x|
Document  Edit  Goto  Extras  Settings Environment  System  Help L]

gl ~“lolcoe 2k onon BA| @

@ Display curency  Park document  Act assgnmt model..  G/L item fast entry  Taxes

Document date m Type lﬁ Company code 1353
Posting date 18/29/72881 Period |1_
Document number W Fizcal pear lﬁ
Reference [UNIT ALLOCATION | Crass-CC no. li
Doc. header text
Items in d
Itm PK CoCd Account Description CostCr Order Amount
a81 48 7860088 UHIT ALLOCATION 2387 Faa.88
a8z 19D 18622 HELICOPTER COHBAT S 700.08-
D 788.88 C 7868.88 .88 = 2 Line items
Other line item
Pty l_ Account l—d Sp.GAL I_ Trans.type I_ Mew co.code I—

[GAT (1) [100)~ [mwrsapl [INS | 1516

As you can see from the Display Overview screen the Debits equal the Credits and the

]
document can now be saved by clicking on the Save icon. Of course, the 10-digit
document number should be recorded on Payment request form.

After the transfer of the Unit Allocation Funds to the Command customer account, the
designated AR Technician should proceed immediately to process the request for withdrawal
of allocation funds. MWR policy prohibits allocating and expensing of Unit Allocations
without a request by the Command to withdraw the funds for the specific purpose that they
outline in the request letter.
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Scenario Five: Command Issued Request for Withdrawal of
Allocation Funds

Upon receiving the Fund Request Letter from the Command requesting the withdrawal of
their allocation funds, the AR Technician should review the Customer deposit balance to
determine whether that the customer has a deposit balance that is greater than the allocation
funds requests. This situation will occur when the Command also has funds (from
fundraisers) being held on their behalf. This step is very important to prevent over-
refunding to the Commands.

Menu Path: Accounting >Financial Accounting > Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBL5SN

First screen: Customer Line Item Display

™ Customer Line Item Display E: == x|

Program Edit Gota Systern  Help L~ ]
gl TBcee DMK wnan D@
&b o JE1 active L
Customer selecti =
Customer account |1 8622 A ta I A =
Company code |1 353 to I o
Selection using search help

Search help 1D I_I

Search string I

Comple search help 'i}l

Line item sel

Status
(@ Open items
Open at key date |1 a/31/20m1
O Cleared items
Clearing date I to I 'i}l
Open at key date I
0 Allikems
Posting date I to I I1)'

Type
v Momal items i
¥ Special G/L ransactions
[ Noteditems
[ Parked items
[ Wendor items

[GAT (1) [100)~ [mwrsapl [INS | 1519

Use the following table for guidance:

The Field Name The Proper Entry
Customer account Enter the customer’s account number
Company code Company code in which the funds are
deposited
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All items Flag this radio button
Dynamic Selections
G/L Account Enter 203001 for deposits

Press the Execute push-button to execute the report.

Report screen: Customer Line Item Display
™ Customer Line Item Display =7 ﬂ
List Edit Goto  Enwironment  Settings  System  Help -
@ |l TR e CHE DDoD A @
HA PN s Bo0R@ | RAY|EEB|® Bchos Bsee | B % 58 | B ook
Status: B open D Parked @ Cleared =
Due date: Ouverdue & Due <@ Not due
Run Date: 10/26/20801 15:15:58
User: JPHILLIPS
Open Itenms Key Date: 18/31/26881
HELICOPTER COMBAT SUPPORT SQUADRON 10622
564 A STREET
HORFOLK ua 23511-4011
St |CoCd |Assignment Doc.no. Type |Doc. date |Pstg date |PK|S|DD|Het due dt Amt in loc.cur.|Clrng doc.|Text
I @ 1353 1000000113 |5SA 1e/27/2001 (1072972001 |19 |D 16872772001 700.00- *UNIT
r B 1353 1360661238 |SD 18/23/2001 (18726720861 |19 (D 168723720801 300.080- *UNIT
= @ |1353 1,000.80-
*% Account 185622 1,00808.88-
Run Date: 18/26/2801 15:15:58
User: JPHILLIPS
Open Items Key Date: f /=
% *
*
* = *
St |CoCd |Assignment Doc.no. |Type Doc. date |Pstg date PK|S|DD Net due dt Amt in loc.cur. |Clrng doc. |Text
xxE 1,000.00-
_>l_I

[GAT (1 [00] ™ [mwrsapl [INS | 1519

The total deposit balance for the customer is displayed. The AR Technician can now
determine whether the Command has additional “non-allocation” funds on deposit with
MWR. Ifthere are other funds on deposit with MWR, in addition to the allocation funds
then a Partial Withdrawal must be made. If the only funds on deposit are the unit
allocation funds outlined in Scenario Four, then a Full Withdrawal can be made.

The AR Technician should indicate on the Payment Request form (or Command Request
Fund Letter form, as explained above) whether this will be a full withdrawal or partial
withdrawal of funds and that sufficient funds exist by marked the appropriate checkboxes.
The AR Technician should also record the document number of the Unit Allocation GJV
so that the AP Technician can easily determine the unit allocation open item when
processing a Partial Payment.

The Payment Request form along with the Command’s Request Letter should be forwarded
to the Accounts Payable Department for payment processing.
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The payment type (FULL or PARTIAL) will determine the procedures that the AP
Technician will follow.

FULL WITHDRAWAL — proceed with Scenario Two (replace funds from a fundraiser with
unit allocation funds)

PARTIAL WITHDRAWAL — proceed with Scenario Three (replace funds from a fundraiser
with unit allocation funds)

The designated AP Technician responsible for Unit Refunds needs to know the following
information in order to process the refund payment:

e Customer Number — required when making a payment to a customer

e Full or Partial Payment — used to determine payment type (automatic
payment or “hot” check)

e Special G/L Indicator — used to ensure that payments is for a deposit and is
posted to the correct g/l account

e Unit Allocation GJV Document Number
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Scenario Six: Command Issued Request for “Payment” of Funds to
MWR Activity

A Request for Withdrawal of Funds form may indicate that the Command wishes to apply its
allocation funds and/or other funds on deposit with MWR to cover the cost of an event held
at an MWR facility. If this occurs the designated AR Technician should review the deposit
balance of the Command customer account and determine whether the MWR facility
involved has submitted paperwork relating to this event.

Menu Path: Accounting >Financial Accounting > Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBLSN

First screen: Customer Line Item Display

™ Customer Line Item Display _‘1'.3 =7 ﬂ
Program Edit Gota  Systern Help -

@ |l Hiece@ LR anaa A @

@ Q%o ]{1 active @

Customer selecti =
Custorner account |1 8622 A ta I 2 &
Cormpary code 1353 to I =

Selection using search help
Search help 10 I_I
Search string I
Complex search help I1)'

Line item sel
Status

® Dpen items

Open at key date |1 8/31/2001

' Cleared items

Clearing date I to I I1)'

Open at key date I

O &llitems

Posting date I to I 'i}l
Type —

¥ Momal items

¥ Special G/L transactions

[ Moted items

[ Parked iterns

[ Wendor items

[@A1 (1) (100)* | mersapl [INS | 1520

Use the following table for guidance:

The Field Name The Proper Entry
Customer account Enter the customer’s account number
Company code Company code in which the funds are
deposited
All items Flag this radio button
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Dynamic Selections

G/L Account Enter 203001 for deposits

Press the Execute push-button to execute the report.

Report screen: Customer Line Item Display
™ Customer Line Item Display _ =] x|
List Edit Goto Environment  Settings  System  Help L~ ]
gl CTie¢ceeDHRB(vnLAn BE| @
MAP DM 2B 0REA FAF BE|B Roose fsae | B % 55 | B s
Status: & open 5 Parked @ Cleared =
Due date: Overdue &y Due <@ Hot due
Run Date: 10/26/26801 15:16:42
User: JPHILLIPS
Open Items Key Date: 18/31/2881
HELICOPTER COMBAT SUPPORT SQUADROH 18622
C64 A STREET
HORFOLK un 23511-4811
St|CoCd |[Assignment Doc.no. Type Doc. date (Pstg date |[PK|S|DD|Het due dt Ant in loc.cur. [Clrng doc. |Text
— B 1353 1060606113 |SA 10/27/2001 (1072972061 |19 |D 1872772001 708.088- *UNIT
r | 1353 13886881238 |SD 18/23/2001 (1872672881 (19 |D 18/23728m 388.88- *UNIT
= @@ |1353 1,000.88-
*#% Account 10622 1.600.008-
Run Date: 18/26/2801 15:16:42
User: JPHILLIPS
Open Items Key Date: / /=
% *
*
* = *
St|CoCd |[Assignment Doc.no. |Type Doc. date (Pstg date PK|S|DD Het due dt Ant in loc.cur. |Clrng doc.|Text
e 1,008. 80~
Ll_l

|0a1 1) N00) > [mersapl [INS | 15:20

The total deposit balance for the customer is displayed. The AR Technician can now, by
reviewing the paperwork submitted by the MWR facility involved, determine whether the
Command has sufficient funds to cover the entire cost of the event or insufficient funds
and must be invoiced for the remaining cost of the event.

Sufficient Funds

A journal will need to be posted that will record the revenue the facility derived from the
Command’s event and application of the Command’s funds on deposit.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Document Entry
> Invoice

Transaction Code: F-22

First screen: Enter Customer Invoice: Header Data
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™ Enter G/L Account Posting: Header Data

Document  Edit  Goto  Extras  Settings Enwironment System  Help

IS

gl = -IAlca@|imp anas IE| @

Held document  Act assgnmt model G/L item Fast entry Post with reference

Document date |1 B/28/2081 Tupe lﬁ Company code 1353
Posting date [10728/2001 R [
Reference IP[: 82-20892
Doc.header text I
First line item
Pstky lﬁ Account 382888 1 Sp.GAL I_ Tranz.type I

[@A1 (1) (100)* | mersapl [INS | 1547

Use the following table to guide you with the correct entries for the window above.

Field Name

The proper entry

Document Date

Date of the Unit Funds Request

Document type

DR — Customer Invoice

Posting Date

Same as the Document date

Reference

Use standard customer invoice reference
numbering per local MWR business office
procedure

Doc. Header text

Use standard customer invoice document
header text per local MWR business office
procedure

At the bottom of the window

in the First line item section

PstKy (Posting Key)

50 - Credit

Account

Revenue account (e.g. catering 302000)

Press the Enter key or click on the Green checkmark @ icon.Hit “enter”
Use the following table to guide you with the correct entries for the window above.

Second Screen:

Enter Customer Invoice:

Add G/L Account Item
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™ Enter Customer invoice: Add G/L account item

Document  Edit  Goto  Extras  Settings Environment  System  Help

=l =]

gl = -lojce@|omplanas BE| @

A? fél @ m sl More data  Act assanmt model..  G/L item fastentyy  Tak amounts

GAL account |3I]2(l(l(l CATERING RESALE REVEMUE
Company cods |1353 MWR MID-ATLANTIC REGION

Item 1 / Credit entry / 50

Amount W usD

[ Calculate tax
Cost center W Order

Aticle I— Site ,_
Quantity I—

Assignment I—

Text I @ Long text |

Next line item

Pty lﬁ Account lh Sp.GAL IE Trans.type I_ Mew co.code I—

[GAT (1) [100)~ [mwrsapl [INS | 1548

Use the following table for guidance:

The Field Name

The Proper Entry

Amount

Amount of the party contract

Cost center

Cost center of facility

Move to the Next Line Item section

PstKy (Posting Key) 09 — Special GL Debit (for Customers)
Account Customer Account Number
Sp. G/L D — Deposits Payable (VERY

IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.

Press the Enter key or click on the Green checkmark @ icon to proceed to the detail screen

for the next line item.

Third Screen: Enter Customer Invoice: Add Customer Item
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™ Enter Customer invoice: Add Customer item

== x|
Document  Edit  Goto  Extras  Settings Environment  System  Help

G|l = -lojcoe@|2cmplanas A @

A? fél @ m sl More data  Act assanmt model..  G/L item fastentyy  Tak amounts

Customer |1 0622 HELICOFTER COMBAT SUPPORT SOUADRON GAL ace 203001 A

Company code 1353 BE4 A STREET
MR MID-ATLANTIC REGION WORFOLK
Item 2 / Security deposit 7 09 D
Amount W usp
Due on m
Prnt block. |_ Prant method I_ Prnt meth. supl. l_
Assignment
Text “UNIT FUNDS APPLIED TO COMMAMD PARTY AT O'CLUB Y% Longlext |

Next line item

Pstky l_ Account A Sp.GAL I— Tranz.type I Mew co.code I

[GAT (1) [100)~ [mwrsapl [INS | 1543

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the Deposit
Due on Same as the Document date
Assignment Party Contract number
Text We recommend: “*UNIT FUNDS
APPLIED TO COMMAND PARTY AT
O’CLUB”

Press the Enter key or click on the Green checkmark @ to check the entries in the current
line item.

Q
Now click on the “Document Overview” push-button “2 o view a summary of the
Customer invoice journal.

Fourth Screen: Enter Customer Invoice: Display Overview
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™ Enter Customer invoice: Display Overview =& 5[
Document  Edit  Goto  Extras  Settings Environment  System  Help L]
gl Foceelokk nnon PR
&l Display cunency  Park document  Act assgrmt model.. G/ item Fast entry Tawes
Document date 18/28/2001 Type lﬁ Company code 1353
Pasting datz 10/28/2001  Peiiod [~
Document number INTERHAL Fizcal pear 2082
Reference PC 82-2892 Crass-CC no.
Doc. header text
Items in d
Itm PK CoCd Account Description CostCr Order Amount
ag1 58 3020008 CATERING RESALE REU 2866 1,0888.88-
482 89D 18622 HELICOPTER COHBAT S 1,0008.008
D 1,86808.88 C 1,86808.88 .88 = 2 Line items
Other line item
Pty l_ Account 1 Sp.GAL I_ Trans.type I Mew co.code I
|3a1 (1) A00) * [mersapl [INS | 15:43

As you can see from the Display Overview screen the Debits equal the Credits and the

Ll
document can now be saved by clicking on the Save icon. Of course, the 10-digit
document number should be recorded on DAR paperwork.

After the invoice has been posted, the line item display for this Command’s customer
account will appear as displayed below:
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=l =]

™ Customer Line Item Display
List Edit Gote  Environment  Settings  System  Help

gl CiWcee DHR(DDLD BR| @
4 4 ’N|@0§E @{ﬂ|?£'€‘|& &Chouse &Save|%| Selections

Status: B open 4 Parked @ Cleared
Due date: Overdue £ Due 3 Hot due

| »

Run Date: 18/26/2801 15:48:088
User: JPHILLIPS

Open Items Key Date: 18/31/20881

HELICOPTER COMBAT SUPPORT SQUADROH 18622
564 A STREET
HORFOLK un 23511-4811
St |CoCd |Assignment Doc.no. Type |Doc. date |Pstg date |PK|S|DD|Met due dt Amt in loc.cur.|Clrng doc.|Text
[ B (1353 10660666113 |SA 18/27/26001 (1872972061 |19 (D 18727720801 7068.88- *UNIT
. B (1353 1360661238 |SD 18/23/2001 (1072672081 |19 |D 1872372001 3008.088- *UNIT
r | 1353 2300000008 | DR 10/28/2001 (1072872061 |09 (D 16072872001 1,0800.008 *UNIT
* @ 1353 8.88
*#% ficcount 10622 a.08
Run Date: 18/26/2801 15:48:088
User: JPHILLIPS
Open Items Key Date: f /=
% *
*
* x *
| St|CoCd |[Assignment Doc.no. |Type Doc. date (Pstg date PK|S|DD Het due dt‘ Ant in loc.cur. |Clrng doc.|Text
[ I

I [

=
| | JJ_J
3 ite C

[GAT (21 (100)~ [ mwrsap] [OWR | 1551

The customer should then be cleared manually (FOLLOW INSTRUCTIONS FROM
PAGE III-116 in your SAP Manual) and any necessary residual items created.

Insufficient Funds

A journal will need to be posted that will record the revenue the facility derived from the
Command’s event, the application of the Command’s funds on deposit and the creation of a
separate ordinary accounts receivable item for the cost of the event not covered by the
available funds on deposit.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Document Entry
> Invoice

Transaction Code: F-22

First screen: Enter Customer Invoice: Header Data
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™ Enter G/L Account Posting: Header Data LiE == x|

Document  Edit  Goto  Extras  Settings Environment  System  Help

gl = -rIiecaecnplanan BE| @

Held document  Act assgnmt madel..  G/L item Fast entry  Post with reference

Document date |1 a/28/2001 Type lﬁ Company code 1353
Pasting datz [1es28/z081  Peiod [

Reference IPC 82-2093

Doc. header text I

First line item

Pty lﬁ Account 302000 1 Sp.GAL I_ Trans.type I

[GAT (1) (100]~ [mwrsapl [INS | 1554

Use the following table to guide you with the correct entries for the window above.

Field Name

The proper entry

Document Date

Date of the Unit Funds Request

Document type

DR — Customer Invoice

Posting Date

Same as the Document date

Reference

Use standard customer invoice reference
numbering per local MWR business office
procedure

Doc. Header text

Use standard customer invoice document
header text per local MWR business office
procedure

At the bottom of the window in the First line item section

PstKy (Posting Key)

50 - Credit

Account

Revenue account (e.g. catering 302000)

Press the Enter key or click on the Green checkmark @ icon.Hit “enter”
Use the following table to guide you with the correct entries for the window above.

Second Screen:

Enter Customer Invoice: Add G/L Account Item
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™ Enter Customer invoice: Add G/L account item == x|
Document  Edit  Goto  Extras  Settings Environment  System  Help L]

gl = -lojce@|omplanas BE| @

A? fél @ m sl More data  Act assanmt model..  G/L item fastentyy  Tak amounts

G/l accourt [362000  CATERING RESALE REVENUE
Company cods [1358 MwR MIDATLANTIC REGION
Item 1 / Credit entry / 50
Amount W usD
[ Calculate tax
Cost center W Order
Aticle I— Site ,_
Quantity — I—
Assignment I—
Text I @ Long text |
ezt line item
Pty lﬁ Account lh Sp.GAL IE Trans.type I_ Mew co.code I—

[GAT (1) [100]~ [mwrsapl [INS | 1556

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the party contract
Cost center Cost center of facility
Move to the Next Line Item section
PstKy (Posting Key) 09 — Special GL Debit (for Customers)
Account Customer Account Number
Sp. G/L D — Deposits Payable (VERY
IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.

Press the Enter key or click on the Green checkmark @ icon to proceed to the detail screen
for the next line item.

Third Screen: Enter Customer Invoice: Add Customer Item
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™ Enter Customer invoice: Add Customer item

Document  Edit  Goto  Extras  Settings Environment  System  Help

=l =]

G|l = -lojcoe@|2cmplanas A @

A? fél @ m sl More data  Act assanmt model..  G/L item fastentyy  Tak amounts

Customer |1 0622 HELICOFTER COMBAT SUPPORT SOUADRON GAL ace 203001 A

Company code 1353 BE4 A STREET
MR MID-ATLANTIC REGION WORFOLK
Item 2 / Security deposit 7 09 D
Amount W usp
Due on m
Prnt block. |_ Prant method I_ Prnt meth. supl. l_
Assignment
Text “UNIT FUNDS APPLIED TO COMMAMD PARTY AT O'CLUB

T Longlest |

Next line item

Pstky lﬁ Account 18622 A Sp.GAL I— Tranz.type

I_ Mevs co.code I

[GAT (1) [100)~ [mwrsapl [INS | 1557

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the Deposit
Due on Same as the Document date
Assignment Party Contract number
Text

We recommend: “*UNIT FUNDS

APPLIED TO COMMAND PARTY AT
O’CLUB”

Press the Enter key or click on the Green checkmark @ icon to proceed to the detail screen

for the next line item.

Fourth Screen: Enter Customer Invoice: Add Customer Item
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™ Enter Customer invoice: Correct Customer item

Document  Edit  Goto  Extras  Settings Environment  System  Help

=l =]

gl = -lojce@|omplanas BE| @

A & B [ =5 Moedsta Actassanmtmodel..  G/L item fast ent

1y Tax amounts

Customer [fe622  HELICOPTER COMBAT SUPFORT SOUADRON GilLacc [131005 |
Company code 1353 BE4 A STREET
MR MID-ATLANTIC REGIOM NORFOLK.
Item 3 / Invoice / 01
Amount W ush
Payt terms W Days/percent I—I— ' l—l— ' I—
Bline date m
Disc. base [s00.88 Iveics ef [«
Amount iz calculated
Prnt block. |_ Prant method I_ Prink meth. supl. I_
Assignment
Text “BALAMCE OF COST FOR COMMAND PARTY AT O'CLUE Y7 Longtert |
Next line item
Pstky l_ Account l—ﬁ Sp.GAL I— Tranz.type I_ Mew co.code I—

[GAT (1) (100)~ [mwrsapl [INS | 1601

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the difference between the cost of
the event and deposit balance
Due on Same as the Document date
Text

We recommend: “*BALANCE OF COST
FOR COMMAND PARTY AT O°CLUB”

Press the Enter key or click on the Green checkmark @ to check the entries in the current

line item.

Now click on the “Document Overview” push-button

Customer invoice journal.

Fifth Screen: Enter Customer Invo

Q
to view a summary of the

ice: Display Overview
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™ Enter Customer invoice: Display Overview

=l =]

Document  Edit  Goto  Extras  Settings Environment  System  Help
gl Tldjcee LKk n0on A @
&l Display cunency  Park document  Act assgrmt model.. G/ item Fast entry Tawes
Document date 18/28/2001 Type lﬁ Company code 1353
Pasting datz 10/28/2001  Peiiod [~
Document number INTERHAL Fizcal pear 2082
Reference PC 82-2893 Crass-CC no.
Doc. header text
Items in d
Itm PK CoCd Account Description CostCr Order Amount
ag1 58 3020008 CATERING RESALE REU 2866 1,488.88-
482 89D 18622 HELICOPTER COHBAT S 1,0008.008
a8z a1 108622 HELIGOPTER GOHBAT S 480,08
D 1,4808.88 C 1,4808.88 .88 = 3 Line items
Other line item
Pty l_ Account 1 Sp.GAL I_ Trans.type I Mew co.code I

[GAT (1) (100)~ [mwrsapl [INS | 1600

As you can see from the Display Overview screen the Debits equal the Credits and the

document can now be saved by clicking on the Save
document number should be recorded on DAR paperwork.

icon. Of course, the 10-digit

After the invoice has been posted, the line item display for this Command’s customer

account will appear as displayed below:

i - 201

Version 3 — March 2001



Retail (MM)

™ Customer Line Item Display =& 5[
List Edit Gote  Environment  Settings  System  Help L]
gl “elceeBHB DDLD A @
M P w2 BOoREA|RAT BB |G Bchoe Bsae | B % 5 | B ek
Status: B open 4 Parked @ Cleared =
Due date: Overdue £ Due 3 Hot due
Run Date: 18/26/2801 15:58:52
User: JPHILLIPS
Open Items Key Date: 18/31/20881
HELICOPTER COMBAT SUPPORT SQUADROH 18622
564 A STREET
HORFOLK un 23511-4811
St |CoCd |Assignment Doc.no. Type |Doc. date |Pstg date |PK|S|DD|Met due dt Amt in loc.cur.|Clrng doc.|Text
[ B (1353 10660666113 |SA 18/27/26001 (1872972061 |19 (D 18727720801 7068.88- *UNIT
. B (1353 1360661238 |SD 18/23/2001 (1072672081 |19 |D 1872372001 3008.088- *UNIT
r B 1353 2300600061 |DR 10/28/2001 (1072872061 | 01 16072872001 4008.088 *BALA
r B 1353 2300000061 |DR 10/28/2001 (1072872061 |09 (D 1672872001 1,0800.08 *UNIT
* @ 1353 488.88
*#% Account 10622 4006.088
Run Date: 18/26/2801 15:58:52
User: JPHILLIPS
Open Items Key Date: f /=
% *
* —
* = *
| St‘Cqu|nssignment Doc.no. |Type‘Duc. date |Pstg date ‘PK|S|DD|HEt due dt Ant in loc.cur. |Clrng duc.|Text
»
[BAT AT A00)* [munsap] [0VF | 1602

The customer should then be cleared manually (FOLLOW INSTRUCTIONS FROM
PAGE III-116 in your SAP Manual) and any necessary residual items created.
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Scenario Seven: Command Issued Request for Payment of Funds
to Third-party Vendor

A Request for Withdrawal of Funds form may indicate that the Command wishes to apply its
allocation funds and/or other funds on deposit with MWR to cover the cost of an event held
at a third-party vendor’s facility. If this occurs the designated AR Technician should review
the deposit balance of the Command customer account and determine whether the Command
successfully held the event.

Menu Path: Accounting >Financial Accounting > Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBLSN

First screen: Customer Line Item Display
™ Customer Line Item Display A % _ =] x|
Program Edit Gota  Systern Help L~/
G|F FojceceLHK anaa AR @
D dfe JB1 sctive &
Customer selecti =
Customer account |1 8622 A to I A ]
Company code 1353 to I or
Selection using search help
Search help 1D I_I
Search string I
Complex search help 'i)l
Line item sel
Status
® Dpen items
Open at key date |1 8/31/2001
' Cleared items
Clearing date I to I I1)'
Open at key date I
O &llitems
Posting date I to I 'i)l
Type
¥ Momal items i
¥ Special G/L transactions
[ Moted items
[ Parked iterns
[ Wendor items
|G&1 (1) 100) = [mwrsap] [OVR | 16:07

Use the following table for guidance:

The Field Name The Proper Entry
Customer account Enter the customer’s account number
Company code Company code in which the funds are
deposited
All items Flag this radio button
Dynamic Selections
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G/L Account | Enter 203001 for deposits

Press the Execute push-button to execute the report.

Report screen: Customer Line Item Display
™ Customer Line Item Display - = ﬂ
List Edit Goto Enwvironment  Settings  System  Help L~/
gl = CecaecH® onon DA @
MA@ BLREAFAT BE| B B @see | B % 55 |0 o000
Status: B open 4 Parked @ Cleared =
Due date: Ouerdue Ly Due @ Hot due
Run Date: 18/26/2881 16:84:41
User: JPHILLIPS
Open Items Key Date: 18/31/2001
HELICOPTER COMBAT SUPPORT SQUADRON 10622
564 A STREET
HORFOLK ua 23511-4811
St|CoCd [Assignment Doc.no. Type |Doc. date (Pstq date |PK|S|DD|Het due dt Amt in loc.cur. |Clrng doc.|Text
— | 1353 186868686868113 |SA 18/27/20081 (1872972881 (19 |D 18/27728m F88.88- *UNIT
r B |1353 1300001238 |SD 18/23/2001 (1072672001 |19 (D 16/2372001 300.00- *UNIT
= 1353 1,000.00-
** Account 18622 1,008.00-
Run Date: 18/26/2001 16:84:41
User: JPHILLIPS
Open Items Key Date: ! =
S *
*
* = =
St |CoCd |Assignment Doc.no. |Type Doc. date (Pstq date PK|S|DD Het due dt Amt in loc.cur. Clrng doc.|Text
xxx 1,888.88-
_'l_I
(@21 (1) (100) > [mwrsapl [OWR [ 16:08

The total deposit balance for the customer is displayed. The AR Technician can now, by
reviewing the paperwork submitted by the MWR facility involved, determine whether the
Command has sufficient funds to cover the entire cost of the event or insufficient funds
and must be invoiced for the remaining cost of the event.

Sufficient Funds

A journal will need to be posted that will record:
o reversal of the accrual created at the time of goods receipt (event was successfully held)

e application of the Command’s funds on deposit.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Document Entry
> Invoice

Transaction Code: F-22

First screen: Enter Customer Invoice: Header Data
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™ Enter Customer Invoice: Header Data

Document  Edit  Goto  Extras  Settings Enwironment System  Help

IS

gl -Iele¢ca@|amnp anas IE| @

Held document  Act assgnmt model G/L item Fast entry Post with reference

Document date |1 B/29/2081 Tupe lﬁ Company code
Posting date [10720/2001 R [

IIJNIT FUHD PYHMT

Doc. header text I

Reference

1353

First line item

Pstky lﬁ Account 283888 1 Sp.GAL I_ Tranz.type I

[@A1 (21 (100)* | mwrsap! [OR | 1619

Use the following table to guide you with the correct entries for the window above.

Field Name

The proper entry

Document Date

Date of the Unit Funds Request

Document type

DR — Customer Invoice

Posting Date

Same as the Document date

Reference

Use standard customer invoice reference
numbering per local MWR business office
procedure

Doc. Header text

Use standard customer invoice document
header text per local MWR business office
procedure

At the bottom of the window

in the First line item section

PstKy (Posting Key)

50 - Credit

Account

Deposits Payable 203000 (account assigned
on PO)

Press the Enter key or click on the Green checkmark @ icon.Hit “enter”
Use the following table to guide you with the correct entries for the window above.

Second Screen:

Enter Customer Invoice:

Add G/L Account Item
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™ Enter Customer invoice: Add G/L account item

Document  Edit  Goto  Extras  Settings Enwironment System  Help

IS

G Flol¢ca@2uk anaa BE|®

A% @ @ m i More data  Act assgnmt model

G/L item Fast entry  Tax amounts

IZI]S[l[l[l DEPDSITS PAYABLE

|1353 MR MID-ATLANTIC REGION

GrL account

Company code

Item 1 / Credit entry / 50

Amount 1800.008 usp

Tax code ,_ [ Caleulate tax

Cost center 2217 Order

Atticle Site [

Quantity I_

Assignment I—

Text I @ Laong test |
Next line item

Pstky IE Account lﬁ Sp.GA IE Tranz.type I_ Mew co.code I_

[@A1 (2 (100)* | mersap! [OVR | 1615

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the party contract
Cost center Cost center assigned on the purchase order
Move to the Next Line Item section
PstKy (Posting Key) 09 — Special GL Debit (for Customers)
Account Customer Account Number
Sp. G/L D — Deposits Payable (VERY

IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.

Press the Enter key or click on the Green checkmark g icon to proceed to the detail screen

for the next line item.

Third Screen:

Enter Customer Invoice:

Add Customer Item
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™ Enter Customer invoice: Add Customer item

Document  Edit  Goto  Extras  Settings Environment  System  Help

=l =]

G|l = -lojcoe@|2cmplanas A @

A? fél @ m sl More data  Act assanmt model..  G/L item fastentyy  Tak amounts

Customer |1 0622 HELICOFTER COMBAT SUPPORT SOUADRON GAL ace 203001 A

Company code 1353 BE4 A STREET
MR MID-ATLANTIC REGION WORFOLK
Item 2 / Security deposit 7 09 D
Amount W usp
Due on m
Prnt block. |_ Prant method I_ Prnt meth. supl. l_
Assignment
Text “UNIT FUNDS APPLIED TO COMM PARTY AT HOLIDAY INN Y% Longlext |

Next line item

Pstky l_ Account A Sp.GAL I— Tranz.type I Mew co.code I

[GAT () [100]~ [mwrsap] [OVR | 1616

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the Deposit
Due on Same as the Document date
Assignment Party Contract number
Text

We recommend: “*UNIT FUNDS

APPLIED TO COMMAND PARTY AT
HOLIDAY INN”

Press the Enter key or click on the Green checkmark @ to check the entries in the current

line item.

Q
Now click on the “Document Overview” push-button

Customer invoice journal.

Fourth Screen:

to view a summary of the

Enter Customer Invoice: Display Overview

i - 207

Version 3 — March 2001



Retail (MM)

™ Enter Customer invoice: Display Overview

Document  Edit  Goto  Extras  Settings Environment  System  Help

=l =]

Gl = -lojcee|2cmk onon BE| @

@ Display curency  Park document  Act assgnmt model..  G/L item fast entry  Taxes

168/29/72081

Document date Tupe lﬁ Campany code 1353
Pasting datz 10/29/2001  Peiiod [~
Document number INTERHAL Fizcal pear 2082

Reference UNIT FUND PYMT Crass-CC no.

—

Doc. header text

Items in d
Itm PK CoCd Account Description CostCr Order Amount
ag1 58 2830088 DEPOSITS PAYABLE 2217 1,0888.88-
482 89D 18622 HELICOPTER COHBAT S 1,0008.008
D 1,86808.88 C 1,86808.88 .88 = 2 Line items
Other line item
Pty l_ Account 1 Sp.GAL I_ Trans.type I Mew co.code I

[GAT (2) [100]~ [mwrsapl [OVR | 1617

As you can see from the Display Overview screen the Debits equal the Credits and the

document can now be saved by clicking on the Save
document number should be recorded on DAR paperwork.

icon. Of course, the 10-digit

After the invoice has been posted, the line item display for this Command’s customer

account will appear as displayed below:
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™ Customer Line Item Display =& 5[
List Edit Gote  Environment  Settings  System  Help L]
@ |l THCcee  DHE DDOD BE| @
M P w2 BOoREA|RAT BB |G Bchoe Bsae | B % 5 | B ek
Status: B open 4 Parked @ Cleared =
Due date: Overdue £ Due 3 Hot due
Run Date: 18/26/2801 15:48:088
User: JPHILLIPS
Open Items Key Date: 18/31/20881
HELICOPTER COMBAT SUPPORT SQUADROH 18622
564 A STREET
HORFOLK un 23511-4811
St |CoCd |Assignment Doc.no. Type |Doc. date |Pstg date |PK|S|DD|Met due dt Amt in loc.cur.|Clrng doc.|Text
[ B (1353 10660666113 |SA 18/27/26001 (1872972061 |19 (D 18727720801 7068.88- *UNIT
. B (1353 1360661238 |SD 18/23/2001 (1072672081 |19 |D 1872372001 3008.088- *UNIT
r | 1353 2300000008 | DR 10/28/2001 (1072872061 |09 (D 16072872001 1,0800.008 *UNIT
* @ 1353 8.88
*#% ficcount 10622 a.08
Run Date: 18/26/2801 15:48:088
User: JPHILLIPS
Open Items Key Date: f /=
% *
*
* x *
| St|CoCd |[Assignment Doc.no. |Type Doc. date (Pstg date PK|S|DD Het due dt‘ Ant in loc.cur. |Clrng doc.|Text
I I
< | Ll_l
Jite : [BAT (2 [00)* [munsap [0VF | 1551

The customer should then be cleared manually (FOLLOW INSTRUCTIONS FROM
PAGE III-116 in your SAP Manual) and any necessary residual items created.

Insufficient Funds

A journal will need to be posted that will record the:
o reversal of the accrual created at the time of goods receipt (event was successfully held)

e application of the Command’s funds on deposit
e creation of a separate ordinary accounts receivable item for the cost of the event not
covered by the available funds on deposit.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Document Entry
> Invoice

Transaction Code: F-22

First screen: Enter Customer Invoice: Header Data
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™ Enter Customer Invoice: Header Data

Document  Edit  Goto  Extras  Settings Environment  System  Help

=l =]

Gl = -Ieca@cnplanas BE| @

Held document  Act assgnmt madel..  G/L item Fast entry  Post with reference

Document date

Posting date

Reference

Doc. header text

[10s20/2001 Tupe [or Compary code 1353
[tes29/2001  Peiicd [

IUNIT FUHD PYHT

First line item

Pty lﬁ Account 203000 1 Sp.GAL I_ Trans.type I

[GAT (2) [100)~ [mwrsapl [OVR | 1619

Use the following table to guide you with the correct entries for the window above.

Field Name

The proper entry

Document Date

Date of the Unit Funds Request

Document type

DR — Customer Invoice

Posting Date

Same as the Document date

Reference

procedure

Use standard customer invoice reference
numbering per local MWR business office

Doc. Header text

procedure

Use standard customer invoice document
header text per local MWR business office

At the bottom of the window in the First line item section

PstKy (Posting Key) 50 - Credit

Account

on PO)

Deposits Payable 203000 (account assigned

Press the Enter key or click on the Green checkmark @ icon.Hit “enter”
Use the following table to guide you with the correct entries for the window above.

Second Screen:

Version 3 -
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™ Enter Customer invoice: Add G/L account item

Document  Edit  Goto  Extras  Settings Environment  System  Help

=l =]

gl = -lojce@|omplanas BE| @

A? fél @ m sl More data  Act assanmt model..  G/L item fastentyy  Tak amounts

GAL account

|2I]3(l(l(l DEPOSITS PAYABLE

Company cods |1353 MWR MID-ATLANTIC REGION

Item 1 / Credit entry / 50

Amount 1600. 00 usD

Tax code ,_ [ Calculate tax

Cost center [2217 Order

Aticle — Site ,_

Quantity — I—

Assignment I—

Text I @ Long text |
Next line item

Pty lﬁ Account lh Sp.GAL IE Trans.type I_ Mew co.code I—

[GAT (2) [100]~ [mwrsap] [OVR | 16:20

Use the following table for guidance:

The Field Name

The Proper Entry

Amount

Amount of the party contract

Cost center

Cost center assigned on the purchase order

Move to the Next

Line Item section

PstKy (Posting Key) 09 — Special GL Debit (for Customers)
Account Customer Account Number
Sp. G/L D — Deposits Payable (VERY

IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.

Press the Enter key or click on the Green checkmark @ icon to proceed to the detail screen

for the next line item.

Third Screen:

Enter Customer Invoice:

Add Customer ltem
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™ Enter Customer invoice: Add Customer item

Document  Edit  Goto  Extras  Settings Environment  System  Help

=l =]

G|l = -lojcoe@|2cmplanas A @

A? fél @ m sl More data  Act assanmt model..  G/L item fastentyy  Tak amounts

Customer [te622 HELICOPTER COMBAT SUPFORT SOUADRON GilLacc [203001 |
Company code 1353 BE4 A STREET
MR MID-ATLANTIC REGIOM NORFOLK.

Item 2 / Security deposit 7 09 D

Amount W usp

Due on m

Prnt block. |_ Prant method I_ Prnt meth. supl. l_
Assignment

Text “UNIT FUNDS APPLIED TO COMM PARTY 4T HOLIDAY INN

T Longlest |

Next line item

Pstky lﬁ Account 18622 A Sp.GAL I— Tranz.type

I_ Mevs co.code I

[GAT (21 (100)~ [ mwrsap] [OVR | 16:21

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the Deposit
Due on Same as the Document date
Assignment Party Contract number
Text

We recommend: “*UNIT FUNDS

APPLIED TO COMMAND PARTY AT
HOLIDAY INN”

Press the Enter key or click on the Green checkmark @ icon to proceed to the detail screen

for the next line item.

Fourth Screen: Enter Customer Invoice: Add Customer Item
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™ Enter Customer invoice: Add Customer item

Document  Edit  Goto  Extras  Settings Environment  System  Help

=l =]

G|l = -lojcoe@|2cmplanas A @

A? fél @ m sl More data  Act assanmt model..  G/L item fastentyy  Tak amounts

Customer [fe622  HELICOPTER COMBAT SUPFORT SOUADRON GilLacc [131005 |
Company code 1353 BE4 A STREET
MR MID-ATLANTIC REGION NORFOLK
Item 3 / Invoice / 01
Amount W ush
Payt terms W Days/percent I—I— ' l—l— ' I—
Bline date m
Disc. base [600.88 Iveics ef [«
Pmnt block I_ Prmnt method I_ Prnt meth.supl I_
Assignment —
Text “BALAMCE OF COST FOR COMMAND PARTY AT HOLIDAY INM @ Long text |
Next line item

Pty l_ Account ] Sp.GAL I_ Trans.type I Mew co.code I

[GAT () [100)~ [mwrsap] [OVR | 1522

Press the Enter key or click on the Green checkmark g to check the entries in the current

line item.

2
Now click on the “Document Overview” push-button

Customer invoice journal.

Fifth Screen: Enter Customer Invoice: Display Overview
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™ Enter Customer invoice: Display Overview =& 5[
Document  Edit  Goto  Extras  Settings Environment  System  Help L]
gl Foceelokk nnon PR
&l Display cunency  Park document  Act assgrmt model.. G/ item Fast entry Tawes
Document date 18/29/2001 Type lﬁ Company code 1353
Pasting datz 10/29/2001  Peiiod [~
Document number INTERHAL Fizcal pear 2082
Reference UNIT FUND PYMT Crass-CC no.
Doc. header text
Items in d
Itm PK CoCd Account Description CostCr Order Amount
ag1 58 2830088 DEPOSITS PAYABLE 2217 1,688.88-
482 89D 18622 HELICOPTER COHBAT S 1,0008.008
a8z a1 108622 HELIGOPTER GOHBAT S 600,08
D 1,6808.88 C 1,6808.88 .88 = 3 Line items
Other line item
Pty l_ Account 1 Sp.GAL I_ Trans.type I Mew co.code I
|3a1 (2) 100) * [ muersapl [OVR | 16:22

As you can see from the Display Overview screen the Debits equal the Credits and the

document can now be saved by clicking on the Save

icon. Of course, the 10-digit

document number should be recorded on DAR paperwork.

After the invoice has been posted, the line item display for this Command’s customer
account will appear as displayed below:
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™ Customer Line Item Display =& 5[
List Edit Gote  Environment  Settings  System  Help L]
gl “elceeBHB DDLD A @
M P w2 BOoREA|RAT BB |G Bchoe Bsae | B % 5 | B ek
Status: B open 4 Parked @ Cleared =
Due date: Overdue £ Due 3 Hot due
Run Date: 18/26/2801 16:19:28
User: JPHILLIPS
Open Items Key Date: 18/31/20881
HELICOPTER COMBAT SUPPORT SQUADROH 18622
564 A STREET
HORFOLK un 23511-4811
St |CoCd |Assignment Doc.no. Type |Doc. date |Pstg date |PK|S|DD|Met due dt Amt in loc.cur.|Clrng doc.|Text
[ B (1353 10660666113 |SA 18/27/26001 (1872972061 |19 (D 18727720801 7068.88- *UNIT
. B (1353 1360661238 |SD 18/23/2001 (1072672081 |19 |D 1872372001 3008.088- *UNIT
r B 1353 2300000002 |DR 10/29/2001 (1072972081 |01 1072972001 6068.088 *BALA
r B 1353 2300000002 |DR 10/29/2001 (1072972061 |09 (D 1872972001 1,0800.08 *UNIT
* @ 1353 688.88
*#% Account 10622 6068.088
Run Date: 18/26/2801 16:19:28
User: JPHILLIPS
Open Items Key Date: f /=
% *
* —
* = *
| St‘Cqu|nssignment Doc.no. |Type‘Duc. date |Pstg date ‘PK|S|DD|HEt due dt Ant in loc.cur. |Clrng duc.|Text
»
[BAT AT A00) ™ [munsap] [0VF | 1623

The customer should then be cleared manually (FOLLOW INSTRUCTIONS FROM
PAGE III-116 in your SAP Manual) and any necessary residual items created.
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